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rtiis catalog of carricaluo .aad i&structlQnal ■ 
materidis fcj: busix^ess ^feducation contains materials obtained: f ran two 
sources: (1) - selected oaterials, f roo the' Educational Resources 
Inforoation Center (ERICJ and' (2j original materials written by 
classroqa teachers, following an introductory section that explains 
hofcf to use the catalog, the f-irst "of two ia a jo r sections contains 
original materialg organized into eleven ^areas: conaon- core, office 
core, general office clerk, clerk typist, stenographer, accounting 
clerl^, additional Occupatioas, distributive 5ore, distributive 
occupatior*s; and speciality areas in business educatlTon, and general 
topics.^ £ac& * docuaeAt is abstracted and. categorized by nine 
descriptors: tea;jher resource aateri,als, bibliography, student 
learning activity package, aeasurable objectives, pretest and key> 
postt^st and key, text required, audiovisual required, and equipment 
required. The second part of the document cotitains an annotated list 
j>f .selected EBIC material. organized into four areas: distributive 
occupations, office occupations* basic business, and miscellsL&eous 
vocations. Appended material includes Business Education Data 
Dissemination System suvmi^^tal forms and order forms, and a list of 
the locations of ERIC microfiche collections. (LPA) 
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Recent innovations in Cfttlfprnia distributive, o£llee»and*per8opal business'.'^ . 
education program ha>ra created 'a dieoMuid for appropriate Ins true tlonal,iBAte - 
rials. Business educators havf been askliig an Increasing nuaber of re<tuests for 
itifocnatloa regarding these res^ctive pn^raa Areas.' In an atteopt to accooBo- 
date these re<)uests , ' the bureau of Business Educa tion hAs* c reate d the Buslneia 
E duc a ti o n D j ^ta Pls s ewlnatlon Sys te a (BEDI^ >7'^ ~ 

• ' ' ' ^ ^. ' 

through a systea which aaxlalzes speed In retrieval and dlssenlnatlon, B^DDS.ls . 
designed *to airice available tQ bu'slneBS educ&tors a wide array, of curriculum and 
instructional aaterlals. Ttiese naterlals arej-x>btalned from two sources: (1) 
seliected aaterlala - from the Educaticmal Research information Center (ERIC); and 
(2) original aaterlals written by classroom teachers-. Bureau 'staff solicits 
teacher -developed naterlals that are considered appropriate lEor dlsMBlna- 
tion. A Review Team of teachers appointed by the Bure^^u then evaluates and codes 
these materials for inclusion In the d^stem. ^ , / 

Hard copy or microfiche may be obtained as explained In the catalog. Using the 
'*BEDDS ORDER FORM" (BipDS-2) found on page 149 of this catalog, submit your 
request for materials* to; ' 

. . , Vocational Education Resource ^ 

' . Information Ce;iter XVERIC) 

Vocational Education Unit 
State Department of Education * * 
. 721 Capitol Mall > ' & 

Sacramento, OA. * 95814 . * ' 

'Business educators may wish to share their own dlaterlals wl^ others by submit* 
ting them to BEDDS.* This may be done by completing -a "BEDDS SUBHITIftL FORM*' 
(nsOOS-l) and submitting the ^ompleted form (See Appendix, page lA3>f9r sample) 
and document to V£^IC or Bureau staff. If considered appT^rlate by .tEe BEDDS 
Review Team, materials will then b^ made available for dissemination. Materials 
submitted for Inclusion should be of reproducible copy^-blacfc on wl|lte, either 
mlmeo or typewritten. Avoid Xerox, photocopy, and 'spirit 4ttplicatlng. Dittoed 
copy does not reproduce. * 

> » 



* Important Note: 

MATERIALS .ROTECTEO BY OOFYRI(»T WILL NOT, BE ACCEPTED FOR USE Bt 
"BEDDS. DOCUMENTS HAVE BEEN PRINTED EXACTLY AS' RECEIVED FRCH TBE 
GRIGINAimt. VIEilS ffil OPINIONS OF ADTKORS DO NOT. NECESSARILY REPRE- 
SENT STATE DEPAR1MENT OF EDUCATION POSITION OR POLICY. 
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Jocatloa of ERIC Microfiche Colleetiona 
BBDDS ORDER FORM ^BEDDS-2) 2 copies . . 
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«.t0rl.l, for .(*eUUy area, in btt»l»„. «h,e.ti«. .« alw JSfuSS. 

i ci.c*.4»,«»y ^ ordered free pf dierse by coaDletiBs rhA Mtt^m^mA nsane 

^ .f " »<>««"<»»1 MueattoB ■••sure* laCnMtlm Cimear fmie> 

tt»e df Coda ^n^^ff^ff 

^' -Origlojl BtoterUle" wctioo of tho catalog, each doeuMiit is Idmitifiod 

BH»S ram nSH (Bms-2) idieo rcqoetkng orlgiQal nttorUlT. . 

idoaufiod with a ratpactiva ^ nmbmT. Ba aura to aatar tha eorraat fiD 
nuabar oa tha BBDDS Oim fm (BEips.2) abaa raqua.tiS toS mZ^dl^ 

raXC aieroficha aay ba revieirad at oaa of tba -BUC eantart Utftad at the back of 

J5i;«tf!i*f • •uRervi«»r has a collate aat oi Sa SlC LSSaU 

idaatifiad ia tha £fXC aaetiea of thia catalog. ■■wnaia 

lor give indication of the content of the docoaeate in tha ••Original Keterial^ 
Section," each title haa been brief ly'^bseractcd and cata^ri.ed by^e aw of 

h^;:5:^^Tl^^ i?*/*'^^"'* ^e^^nptor. aw .a«s;ri^t«crnrb2 

helpful .in deteraining the caaponante of each docuaaat: * 

A - Teacher Re{»ource Heteriale 
^ B • Bibliogr«,ihy 

C - Student teaming Activity Package .* 
0 - Neaeurtible Objectivei 




Use of Pe«ef|i>toyy (eentlBiMd) ' V - 

B - Pretest, asd Key ^ 
\ ■ P - Posttest(s) end Rey(6) 

• r 

«- ■ ^ * 

. . ■ CL - Text Req u ire d 

li - A? Required 

I - Equlpneitt Required 




600 - Accounting Clerk 




6(X1 - Service Accounting ; 




^CKING DQIiR TRIAL BAURCE. GrosMont Union 
High School District, Mt. NlQikel High School, 
Spring Valleys Ksr«ha Morrie,^ 1972. .24 pages. 



This uqit is to be used ih a heglnnlng book- 
keeping class with high school students. The 
unit Is designed to assist the student in find-* 
Ing his own errors vhen his trial balance totals 
are not even. Answers fdV post test fooitia oi|^ 
page 127 o£ Century It Recounting . Pof use 
after studying Chapter 8 of Century 21 Icecwm'tin^ 
by Boynton, SMsnson, and Forkner, Southwestern 
Publishing Coopany, 1972.' Hakes use of trans- 
parencies |nd projector. Order ID 003 239 . 
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LOl' Adding Machtna ; 



10*KEY A1N>ZN6 MACSSIE XAP. Sen Ka Ceo County SehooU, 
Regional Training frograiSi, Redwood City; Char tee A, 

- PrteeCirW2. €r jwge s ^ . 

The* purpose of the l^P is toi>rovide the students in the 
of ace occupations cress a guide to learning a lO-key 
^ adding machine. This LAP is written. for .use with a 
• Konroe Adder /Lista and comnercially produces oaterials. 
Ro t^sts or 'answer sheets. Order IP 003 Igl^l^ - 

OPBRATIHG THE KAMUAL lO-KBY ADDING MACHINE. North 
Salina^s High. School, Salinas; R. E. Rende. 1971, 20 
was. 

A student learning activity package designed 'to help , 
students learn how to use the lO-key addlag nachine. 
Generaf and. Masurable objectives are stated. Post- 
test and use of nultioed^a are included. No key 
included. Order ID 003 ^^^^^ ^ 
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ADDDIC MACRINS LEARNING. STSTO!. Gilbert High School. 
Anaheim; E. Oicus. * 8 pages. -y" 

A student learning package on the use of the 10-key 
adding machine. This package Is developed. for use with 
len-Key Addinfc-Ltattne tfa^h<na^ Agnew and .Pasewn^, by 
SoothHrestem Publishing Company.- Order ffiJffiiJ&iUi^ 
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MONROE 10-KBT Al£t>DI6 MACHINB. J. A^ McCoy, 1972. 19 
pages. 

A student learning activity package prepared for use 
in a one-seaeste|r course at the Junior high school 
level. Student will learn correct posture and maehlne 
position, the parts of the machine and how to add and 
subtract problems. General and meaeurable objectives . 
stated. Pretest, post test, and answers are included. 
Order ID 003 2^:^.10. 
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DECINA^ (m "teS lO-KBT ADTTNG-LISTING KACHZNE.^ 
Domlngues High. School, Compton; Daisy W. Green, 1972f 
13 pages. 

A student learning activity package devoted to the 
addition process with whole numbers and decimals. 
General and measurable objectives are sUted. (Pretest, 
posttest, answers, and suggestions to teacher afe 
Included. Order ID 003 ^^f^? . 
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lOl ' Adding Hachine (continued) 



MUtTZFLICATKM USXKG THB TEH-KEY AODme MACRXNB. 
NomallfL* Kirad* Adult ^hool* Noxvalk; Karie Terando. 
18 pages. 

A student learning activity package on qniltiplicatlon 
on the ten-key adding aachiQe» IncludlBg^ the ahokt-eut 
oethod. Meartrable objectlvea are at«t«d. Included are 
use o£ multimedia, pretest, and posttest tilth answers. 
Teacher Instructions and bibliography provided. 
Orders ID 003 242.19. 



TEN-KEY ADDING HACRINB. Santa Cruz Bigh School; D. E. 
Laurence, 1971. 39 pages. 

A student learning activity package on the operation 
o£ the ten-key adding machine by the touch method, 
including addition, subtraction, multiplication. and 
divislen. Measurable <^jectlves are stated. Pretest ' 
and poattest with answers are included. Order 
H) 003 242.26. 
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TBN-KBT. ADDING MAGHINB. San Diego Onifled School 
District, Mldtfay High School/Patrick Henry High School, 
San Diego; Ciprt Powell and SoiSA Reese, 1973 ; 51 
pages. ^ 

A self-contained learning activity package on l£he-4;pf>ra- 
tlon of the Ten-Key Adding Machine. Suggested tine for 

the seven Jobs in the package is two weeks. A pretest, |-_-— — 

two posttests, solutions^ and visual illustrations are I I iTI I » I v I I I » 

included. Order ti> 003 256.47 . U l 1*1 | j *J 
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ADDING JdACBINH. Norwslk-La Mirada Unified, Norwalk 
High School, Norwalk. 23 pages. 

A student LAP on operating the 10-key adding machine. 
Parts and functions of a Monroe adding machine are 
diagraoMd In the LAP. Exercises, including answers, 
and a student answer sheet form are also included. 
Keys to pretests and posttest are not included* 
Order » Oft? 
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101 - Add ing Machine (continued) 



JhE TBN-m ADDING W^tSE. Chaffey Union Hi^ School. 
Ontario; Nary ElUn Honcgomery and Mary Saiiter, 1973. 
42 pages. 

A self-contained student lAP on operating the ten-key 
adding mrchlne. HOW TO OPERATE A TEN -KEY A«fflING KACHINB 
taper and instruction booklet from Mt. San .acinto are 
required to complete ehe LAP activities. Keys to post- 
tests are not included. Order ID 003 256^71 . 

ADDING MACHINE - lO-KEY. Tamalpais High School, Mill 
Valley: 1973. 47 pages. _ 

A student learning activity package on the operation of 
the 10-key adding machine. The student will learn 
nathenatical computations by using the touch method. A 
saoole of the Monroe Rhvt hmatic Toueh Exercise booklet 
ia included. Order ID 003 270.7 . 
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TEN-KEY lAP-IOl COMPETENCY. ABC Unified School Dis- 

»i8*» School. Cerritos; Mary K. Boston. 
1975. 17 pages. * 

This LAP is designed to guide the student through the 
Common Core Competency for the ten-key adding machine. 
A "practice test is included at the end of the LAP to 
give the student an opportunity to identify and review 
problem areas before taking test to verify compe- 
tencies. The LAP is designed to enable the student to 
work at his own pace with little instructor help needed. 
Keys to test not included. Order ID 003 278. 
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Los Angeles City 



CLERK TYPIST - BUSINESS MACHINES. 
Unified School District. 7 pages. 

A student study guid^ correlated with Modem ClerlcAl 

fMfitUft, 3rd edition, by Friedman and GrossmanT 

Order ID 003 278.10. 



102 -Data Processing ; 

ABTICULATKW STUDY - DATA PROCESSING. ' Santa Barbara 
County; Articulation Study Committee Data Processing 
1968. 19 pages.. 

> 

Includes a survey of Job opportunities in 1967-1970. 
with grade level requirements, recoonende^ curricu- 
lum for high school and Junior college, and suggested 
course outlines. Order ID 003 tQ^ . ' 
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102 • Data Proceaslng (continued )f 
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DATA FROCBSSIKC AND ikE CLERICAL TYPIST. Oalclana 
Unified School District; 1971. 25 pages. 

This luterisl contains nsterial which could he used to 
introduce to students the clerical tasks vhieh are 
related to a data prooessing opeVation. Included is 
simulation work on key punch operation. Order 
p (^3 ia|3,S. ^ 



READING (a FURCRB) CARD. Susan Blei, 1972. 17 pages. 
A, learning activity package introducing the Hollerith 
Code through the use o£ actual punched cards. Zncludes 
five activity exercises to give experience with both 
nuneric an4 alpha data. Pre* and poattests with 
answers are included. Ojrder ID 003 240>2 . 
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TIMS HANDLING. Homestead High School, Sunnyvale; 
Donald R. Koch. 16 pages ^ 

An arithmetic exercise and data processing project 
involving basketball gape tine calculations to be 
prepared for computer input. Includes instructions 
and prepared forms. Order ID 003 240 4 . 
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niTaODITCTKHf TO DATA PROCESSING. San Francisco Unified 
School District » Woodrow Wilson High %hool, San 
Francisco; Lawrence D, Chan. 22 pages. , 

A .very elementary learning unit designed for disad- 
vantaged students. Oses conmoftplace. demonstration 
materials to permit students to "discover^ basic con- 
cepts of data processing. Order ID 003 240,5 , 
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INTRODOCnON TO DATA FR0CB88IIK. Lowell Higli School; 
Daniel Sullivan^ 1971. .16 pages. 

A learning activity packaga including rationale, 
objectives., pre- and posttests, and planned assign- 
ments. Post test key npt included. Orjeg ID 003 2S5,S , 
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DATA PROCESSING (COMPUTER EDUCATION STUDIES).. Ravens- 
wood High School, Bast Palo Alto; Leroy Finkel^ 1971. 
18 pages. 

" » • * 

A learning activity paiblcage providing fundiMenul termi- 
nology and concepts of daU processing. DeaigBod to 
accompany specific text matcrUl. Includes objectives, 
laaming aetivitias, a aelf-evaluation tast, and answers. 
Slida/tape racOMsndad. Script not incindad. Order 
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iO«: - Data Prottjeaslna (continued) 



QATA PROCESSING. Norwatk-La Mlrada Unified School/ ' 
District. Rorvalk High School, Norwalk. 34 pages/ 

Ji leartilng activity package providing background iji the 
basics of manual and automated data processing. .Con- 
tains information on methods of computer input, -and prob* 
lem assignments. Pretests'^ working papers, and posttest 
included. Tape posttest script not Included. Keys not 
included. Order ID 003 255.18. 



DATA PROCESSING THEORY. 
Visalia. 11 pages. 



Visalia Unified School District, 



A student guide to accompany the text. Fundamentals of 
Data Processing by tfanous, Uanous, Wagner, South -Ve stem 
Publishing Company, 1971. Includes orientation, per for 
mance objectives, and scheduled assigniments. Final 
examination provided, along »/lth key. Order ID 003 266.1 . 

BLOCK DUGRAH. Sequoia Union High School, Redwood City; 
C. A. Caruana. 16 pages. 

This unit explains the need for diagraniaing. Describes 
and illustrates various typical symbols. Provides step- 
by -step instructions for carrying ou^ three-sl^udent — 
activities. No tests or keys are provided, ♦ Order 
ID 003 266.3 . 
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Chaffey Union High School, Ontario; 



DATA PROCESSING. 
1973. 8 pages. 

A learning activity package to accoi^ny the workbook. 
You Are a Data Processor , published by South-tfesCem 
Publishing Coopi^ny. Includes performance objectives, 
instructions, and posttest. Key to posttest not 
included.' Order ID 003 266^6 . 
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DATA PROCESSXIiG. Tamalpais High School, Mill Valley; 
Susan Dell Pehl. 42 pages. 

A learning activity package for basic business. For 
use in conjunction w|th specific text laaterial. 
Includes performance objectives, activity assignments, 
and working papers. Pre- and posttests are included. 
Keys are not included. Order IB 003 266,7 . 

» 
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102 - Data Processtn| (continued) 



CWtm CORE-DATA PROCESSING. YgMcio Valley High 
School. Concord; Jeffrey Fracas. 14 pages. 
.A learning activity pAckage including a pretest (no 
answer key), introduction and Instructions, and an 
activity guide. Intended for use with prepared Upes, 

rS^^nS'^oSr; accompanying working papers. Order 

IP 00 3 2 78^7 • 



DATA PROCESSDW-A JOB PREPARATKSI ACTIVm. Santa 
Clara Unified School District, Buchaer High School, 
Sant;a Clara; 1974. 15 pages. , ' 

A student learning package based on two reference text- 
booKs covering data processing temlnology and various 
input and output media. Measui'able objectives stated. 
Includes pretest, but no key included. Order 
ID 003 278.11. 



103 'Grooming ! 

BUSINESS GROWilKG FOR EVERYWIB. Eisenhower High School 
Rialto; Marie Snallwood. 24 pages. s» wt, 

This learning activity package on Businesb Croomlng Is 
designed for student use. It Includes Instructional 
objectives. Information on good grooming, posture 
crrnsparencies, self -assessment questionnaires, and a 
list of reference materials.. Order th 003 24^.8 . 



Greater Lowell Regional High School; 



WHAT WILL Wfi HEAR? 
1971. 15 pages. 

This learning activity package covers general informa- 
tion about fashion with suggested student activities. 
Keys n.>t included. Order ID 003 254.17 . 

PERSOUAL GROOMIHG. Sierra High School, Whittier- ' 
Barbara Nix. 10 pages. ' 

A lesson plan including objectives, listed instruc- 
tional materials, audiovisual aids, and suggested actlvi 
ties. Order ID 003 264.2 .. ^ 
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101 - Crooaintt (continued) 



GROQHIliG. Nomlk-ta Mirada Unified School District » 
Nonialk High School. Nomalk. 55 pagea. 

' A lAP designed to explain the **«hy*' of good ^rooalng, 
and to show jvays of improving .personal attractiveness* 

; Includes self -rating and asslgmsent sheets, and a per- 
sonal development test. \ Order ID 003 265.70 . 

GEOCSONG TIPS POt A SJECRBIARY. Horth Aolerican Aviation, 
Inc. , Los Angeles. '9 'pages. 

Grooming suggestions discussing office style dress, 
planning a wardrobe, clothing selection, and' posture. 
Order ID 003 269.2 . 

V 



GROOHIKC POR GALS. Huntington Beach Union High School 
District, Fountain Valley High School; Denis Citschler 
and Bob Crenshaw, 1974. 20 pages. 

The tyurpose of this package la to prepare a girl to be 
able to describe' an appropriate appearance ^ suitable 
for employment In a retail situation. Katerlal can be 
used for office situatlims as well. No tests are 
induced. Ordnr ID 003 ^78.12 . 
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Buchser High Sc^l, Santa Cl#ra. 50 pages. 

A learning activity package containing fifteen activi- 
ties to guide the student towards meeting on-the*J6b 
grooming standards. - Several personal and grooming - 
Inventorlea, as well as a health and complexion plan 
are include^. Pretest, but keys are not included. 

Order BLmmia. 

• . ■ \ 

GROCKHIG. Ygnhclo Vall^ High School, Concord. 16 
pages. 

Activities in this paekaie provide standards by which 
employers Judge applicaints. A grooming checkup is 
included. References are ma4e to tapea and information 
sheets «diich are not included. Order ja>"003 278.^^ ^ 
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103 * Grooming (continued) 



GRdOMING FOR GUYS« Huntington Beach Union High School 
District, Fountain Valley High School; Den la Gltaehier 
and Bob Crenshaw* 1974. 23 page^. 

The purpose of this learning activity package is to pre- 
pare a boy to be able to describe an appropriate appear- . 
ance suitable for employment in a retail situation. Mate- 
rial can be used for office situations as iiell. Included 
is a section on tying a Windsor Knot for a necktie. 
Order ID 003 278.15 . 
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GOOD GROOIIHC. UHO NEEDS IT? WHY? G. H. Getchell. 
14 pages. . 

This 5ti)dent activity packet contains tips and guidelines 
for good grooming in business situations. A student 
could read this packet to gain ^ understanding of what 
Is neant by good grooming and one w>uld go about 
acquiring such characteristics jis are associated with 
good grooming.. Order ID 003 265.1 . 



GROQIING. Visalla Unified; 1972. 9 pages. 

This Instructional unit on grooming is designed primar- 
ily for girls. It helps them to Assess themselves in 
the positive and negative factors of groqmipg and then 
has then consider and attempt ^to apply qualities of 
•good grooming. Order ID 003 265*. 2 . 
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BOY'S CROOKING. Visalla Unified; 1972. 27 pages. 

Reading material on good grooming for boys is provided 
in this unit. The student who works on this unit would 
read information about proper clothing (how Co select 
and care for clothing) and personal grooming; then he 
may take tests oti this material to see how well he 
comprehends what he has rfad. Ord er ^IDuQO '^ 265.3 . 




YOUR POSXnRS TAUCS. San Mateo Regional Training 
Program. Daly City; Joyce Ring. 10 pages. 

A student cotfld ude,this learning activity packet for 
determining his standard of posture. He may also use 
the packet for developing and measuring his posture 
when sitting, standing, walking. The packet is skill- 
fully developed with measurable objectives d> Order 
ID 003 265.10 . 
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104 - Handwriting! 



HANDWRITING XMFROVBIiDraT. Karchi* A. Vebb, 1970* 
5 pagas. 

A aklll unit outline that ineltidaa teacbar raaourca 
99teriala, objactiv^a and a bibliography on 
handwriting ioqprovaoent. ' Order IP Q£^ 249. 
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BAHOIIRITIIiG PACKAGB. 
pages. 



Mary Etta Doiming, 1969. 10 



Thia Randinr.iting Learning Activity Paeket haa a aug- 
gested preteat and poatteat with general and aaaaovable 
objectives. There are handwriting actlvltlea ineluded 
along with suggested instructional aateriala. Order 
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RAMmiRITIKG. ^ Madison Hi^ School; Ann .Bake. 18 pa^s. 

Thia learning activity package haa practice, penoanahip 
exercises, exanplea of proper posture »' and number 
writing problems'. c^der lO 003 265.43 , 



n M I.I.I I I I 



HAIDWRTTING. Buchser High School, Santa Clara. 25 
pages. . ' * 

• 

A learning activity package that conUins detailed 
instructions on correct writing techniques as well as 
esaoplea o£ legible and illegible handwriting. Seven 
activities aid in detenalning the atudent'a handwriting, 
ceopeteney, Preteat included, but no answer key. 
Order ID 003 278.8. 
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HARWRITINC., Los Angeles City Unified School District. 
5 pages. 

Student study guide correlated with Clerical lieeord> , 
^SBiSa, 2ttd edition, and M&dem Cleri-^1 Practice. 3rd 
edition. Includes coapeteney test but po answer key. 
Student record sheet dlso provided. Order ID 003 278.16 . j | | X f T | I 
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IPS - Inatructtotni. 



REAOItiG XMSTRUCTIONS. Visalla Unified School Dittriet: 
W3. '27>«g«8. 

A 9eudeiit learning package to asalat the student in 
Improving perfomance and behavioral akllla In proof- 
reading', interpretat&on»and the carryici out of written 
instructions. Includes pretest » postte8t»and neasurable 
objectives. Ord6r ID 003 256 >4S . 



ACTIVITIES ?0R READING INSTRSJCTKmS. Ygnacio Valley 
High School, Concord; 1974. 22 pages. 

Several activities are provided for reading and follow- 
ing written instructions so tlsie and taoney will not te 
wasted. Varied activities relate to messages » proof- 
reading, typing frdoi rough draft in 20th Century Type- 
writing. 9th edlti^. <>rder ID 003 278.18 . 

INSTRUCTlbNS. Huntington Beach Union High School ^ 
District, Fountain Valley Hl^ School; Denis Gitschler 
and Bob Crenshaw, 1974^ 11 pages. 

Students follow specific written instructions to com- 
plete three activities on following sequential direc- 
tions and building a Bamaby Model Paper Airplane. 
Included is student worksheet for the first two activi- 
ties. Order ID 003 278.19 . 
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INSTRUCTIONS. Bochser High School, Santa Clara. 31 
pages. 

A learning aotivity packet designed to fiaprove the 
student's ability to undersUnd and follow Inatnictlons. 
Includes performance objectives, learning activities, 
and performance tests. Covers the. carrying out of oral 
and written Instructions or requests from teacher, 
employer, or customer. Includes • pretest, no key. 
Order ID 003 278.20 . 
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106 - Job Application? V 



COSPLETXNG JOB APPLICATION BUilKS. sLndrm Ncher. 
4 poigds* ' •» 

A skill unit outline of objectives, instructional loate- 
rials. and suggested student activities on conptetinR 
Job applications. Order ID 003 249.^ . ' 



HOW TO APPLY FOR A JOB. Eisenhower High School, Rialto; 
Evelyn Cone, 1971. 16 pages. 

This learning activity package on How to Apply for a 
Job is designed for student use and includes objectives, 
a-prr-test. a skill Inventory, suggested resource nate- 
rials, f^reparation of an application letter and data 
sheet with examples, and an application fom for etaploy- 
oent; Keys not included. Order ID 003 249.3. 



SELL YOURSELF - LETTER OF APPLICATION. Hueneoe High 
School, Oxnard; Sandra Iverson, 1972. 17 pages. 
A learning activity package with motivational tips, 
problem assignments, illustrated examples, and sample 
letter format. Order ID 003 249. S . 

HAPPINESS IS A SUCCESSFULLY COMPLETED APPLICATION 
Merle Sheatfer, 1971. 16 pages. 

This learning activity package on preparation of 
application forms is designed for student use. A 
vocabulary list is included, and the learning activi- 
ties are correlated with the recommended textbook: 
information about employment applications and exam- 
.ples are contained in this package. Order ID 003 249^ . 



College of Alameda; 



PREPARING FOR THE INTERVIEW. 
Catherine Brown. 9 pages. 

This packet of learning material could be used by a 
student who is preparing for interview procedures. 
It contains a checklist for a Ktudent to use in 
deten&ining his degrae of preparedness in various 
eharactetistics, a list of infotnational items which 
a student should take with him on an interview, and 
a bibliography of readlfig material which would help 
the student prepare for an interview. Order 
P QO? ^^?,7. 
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106 - Job Application (continued). 



THE PERSONAL DATA SHEET. Source Unknown. 8 pagea. 

Specific information required for the preparation of a 
personal data sheet is Included. In addition, there Is 
a list of suggested words and phrases to be used. 
Order ID 003 254.38. 
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THE JOB IMTERVIEW FOR ^ EMPLOYMENT. 
School District; I972> 22 .pages. 



Vlsalla Unified 



The purpose of this teaming activity package Is to 
provide the student with an understanding of proper 
Job application and to simulate a business condition, 
in a oBOck interview. A sample Job. Interview Math Test, 
a Job Interview Rating Sheet, and a "Test Yourself 
form for a student to determine his Job-seeking 
abilities are a part of this learning activity package. 
Order ID 003 265.4 . 
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CAR§ER DEVELOPMENT— JOB CHOICES. Rlverton School 
District^ Rlverton, Wyoming; J. C. Hltt, 1972. 
12 pages. 

A continuation of learning activities concerned with 
Job cho:^ces and opportunities. Includes objectives, 
pre- and posttests, required and optional activities. 
Intended for use with selected reference material. 
Order ID 003 265.20 . , 
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CAREER DEVELOPporr— APPLYING FOR A JOB. Rlverton School 
District, Rlverton, Wyoming; J. C. Hltt, 1972. 13 pages. 

A tiontinuation of leai^ing^activities concerned with 
lettets of apptication, application forms, and the Job 

interview. Includes objectives^ pre- and posttests, and . . . . . ^ ^ — — - 

required and optional activities. Order ID 003 265.21 . I I x| x| xi | xl | | 
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Visalia Unified School District; 



THE APPLICATION FORM. 
1972. 13 pages. 

Thii^eaming activity package is designed to prepare a 
student to complete an application blmik for employment. 
QuiK referred to but not Included. Order ID 003 265.27 . 
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106 - Job Applicatton (continued) 



PREPARIN»*tETTERS OF APPLICATION AND RESUMES —PDEG . 
Trona High School; Gene I Wokal. II pages. ^ 

This illustrated lea'rniag activity package Is designed 
tor student use. Included are performance objectives, 
self-e^st with answers, learning activities on letters 
of applications, and res4pies. Suggested textbook refer- 
ences are correlated with the activities. Order 
^ID 003 265.28. > , 



WRITING A RESUME. Exeter Union High School; Toni Lynn 
Fuller, 1971. 13 pages. 

Designed for student use, this Learning Activity Pack- 
age on Writing a Resume includesv object Ives, recom- 
mended instructional, materials, a pretext with answers, 
suggested activities, and a list of words and phrases 
to be defined. Order ID 003 265.30 . 
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APPLICATIONS FORMS. Sweetwater Union High^School, Chula 
Vista; 1973-74. t9 pages. 

A continuation of the LAP series on job selection and 
procurement. Provides information and practice In 
filllfig out a job application form. Pretest, vocabu- 
lary answer sh^et, and application^ forms Included. 
Order ID 003 265.60 .- ' ' 



HOW TO WRITE AN APPLICATION LETTER: Sweetwater Union 
High School, Clmld Vista; 1973. 16 pages. 

A continuation of the LAP series on job selection and 
procurement. Contains performance objectives, Instruc 
tions and work hints, and examples of prepared letters 
Order 003 2^5.66 . 
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HOW TO WRITE A RESUME. Sweetwater Union High School, 
Chula Vista; 1973. 13 pages. 

A continuation of the LAP series on job selection and 
procurement. Includes performance objectives, an out- 
line of content for a resume, vocabulary study, and 
several sample resumes. Order ID 003 265.67. 
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106 - Job Applicatloii (conclnu^d) 



THE INtERVlEVr. ^weecwacer Union H;lgh School, ChuU 
Vltfta; 1973. 28 pages. 

A>cohtiAuatioti 6f the LAP series on Job selection and 
procurecaent . Includes perfomance objectives, sug- 
gestions, preparing for the interview, dress and groom- 
ing, conduct hints, list of questions frequently asked, 
exaoples of followup letter. Includes pretest and 
SG^bring key for the ^APg on the Application Letter and 
The Interview. Order ID COS 265.68 . 
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JOB APPLICATION. Norwalk-U ^firada Unified School 
District, Norwalk High School^ Norwalk. A5 pages. 

A learning activity package to equ1{^ and owtlvate the 
student for effective job hdnting. Includes social 
security infonoatio^, federal clerical aptitude test, 
preparation of a personal data sheet, questions 
frequently asked during employment interviews, etc, " 
Samplci application form, assignment. working papers, 
r-etesjt, and posttest are included. Keys not 
• Kludled. Order ID 003 265.76 . 
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JOB APPLICATION -t^COWON CORE, COMPETENCY 6. Chaffey 
Union High School, Ontario; J<^hn Tracey, 57 pages. 

Student completes working papers using the student 
manual as a reference. He obtains a test at the end 
of each unit and completes without using any reference 
iaaterials. Units correlate with objectives in the 
state Guide. Teacher's key is not Included. Ord«!r 
ID 003 265.80. 
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JOB APPLICATION. Mt. Diablo Unified School District, 
Ygnacio Valley High School, Concord; 1974 . 20 p?.ges. 

A student learning activity package on Job Application. 
Objectives include employment terminology^, date sheets 
or resumes, skill in completing an applicAtion, an 
understanding of cfasslfled ads, employment testing, 
skill in interviewing, payroll deductions, and social 
security usage^. Pretest included, but no answers. 
Order ID 003 270.4 . 
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INTERVIEWING FOR A JOB • SCRIPT. Helen Davis, Santa 
Rosa. 5 pages. 

A script for a slide/tape presentation. The mock inter* 
view for clerk-typist Includes five characters. Narra- 
tive is written for 23 slides. Order ID 003 27 1. 
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JOBl APPLICATION. La Canada High School; Bu&2 Burner 
197^ 2 r>ages. ^ 

\ unit un hsfw to apply for a Job. . Student will type a 
personal data sheet, an application form, .\M a. letter 
of application. Unit is correlated with", textbpok, ?lst 
Edition Tvpirir. Text. South-Western Publishing Companv. 
Order ID 003 271.3? . . ' 



APPLYING FOR 'A JOB. Kern High School District, North 
High School^ Bakersfipld; Webb Cady, 1973. 32 pages. 
Individualized unit designed for student use. Actlvi- 
•^ies include examining ways to find Job openings, 
making resume, typing a letter of application, fill- 
ing out a J<Jb application, and conduct during an inter- 
view. Behavioral objectives, pretest, posttest, and 
recommended instructional materials also included 
Order ID 003 278.17. 
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JOB APPLICATIOH AND PREPARATION.; Huntington Beact 
High School District, Fountain Valley High School; 
Denis Gltschier afd Bob Crenshaw, 1974. 42 pages. 

A learning activity package af importance for any job 
applicant. States objective and rationale for this 
activity. Supplies a sample application for« and line- 
by-line instructions for filling it out. \lnfbrmation 
and sample questions for a typical job interview are 
provided. Information and a checklist for self- 
evaluation are provided. Includes samples of profes- 
sional resumes, social security forma and infortDation, 
as well as work permit information. Provides accom- 
panying blank forms for practice or testing. Order 
ID 003 278.21. 



JOB PREPARATION ACTIVITIES — PART I - JOB 
APPLICATION (Competency 106). Buchser High School, 
Santa Clara. 32 pages. 

A learning activity packet to assist the student In 
problems of applying for a job. Covers {treemploycient 
testing, resume or data sheet, application letter, 
telephone appointment, personal interview, social 
security Information, and vocabulary checklists. 
Includes performance objectives, activity assign- 
ments, and sample solutions. No answer to test 
Order ID 003 278.22 . 
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106 - Job Application (continued) 

JOB APPLICATION— PART II (Competency 106). Buchsei: High 
School, Santa Clara. 32 pages. 

A continuation of Part I of this series. Deals specifi- 
cally with the written application* Includiiig the filling 
out of special forms. Includes perfonaance objectives, 
instructions, guidelines, and llne-by-llne helps In fill- 
ing out a typical application for*. This Is followed with 
a practice exercise to apply the learning. Includes also 
sample questions astted during an oral Interview, and slau- 
Lated interx'lew problems. Pretest Included as a separate 
unit under Part I. Order ID 003 278.23 . 
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JOB APPLICATIOH. Ygnacio Valley High School, Ccr^cord; 
1974. 15 pages. 

Activities In this leazning package relate to several 
textbooks as references for an understanding of enploy- 
oent terminology, applications. Interviews, payroll 
deductions, social security. Ko answer keys. Order 
ID 003 278.24 . 
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107 - Making Change ; 

V 

A PROJECT IN RECORDKEEPING. Mission High School, ^. 
San Francisco; Mary Ellen Davis, 1971. 17 pages. 

A learning activity package dealing with ca8hl'<^r 
records. Includes illustrated instructional material, 
followed by practice problems and solutions. Order 
ID 003 242 . 



HANDLING A CASH DRAWER. Judith Chambers. 6 pages. 

A progranmed unit designed for student use. Included 
are activities on counting change and closing out the 
cash drawer. Order ID 003 254.13 . 
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HANDLING' MONEY •* MAKING CHANGE - PROVING CASH. 
San Mateo County; Alii Hughes, 1971. 13 pages. 

For student use in a salesmanship class, this learning 
activity package on handling money has instructional 
>4jective8 and progranned activities, with arithmetical 
problems. Order ID 003 254.15 . 
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10^' Making Chani^e (continu.*d) 

MAKING CHANGE. NorwaU-La Mirad* District. Notwalk High 
School, Norvalk. 28 pages. 

A wo:-< ctftnpetency unit inteeded for use with prepared 
t<»pc{» of information. Includes learning activities with 
saoiplc forms, daily reviews, working papers, pretest and 
posttest. Scripts for tapes are not included. Ordet 
lD.r ^ 254.39 . 
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MAKING CHANGE. Chaffey Union High School District. 
Ontario; Mary Ellen Montgomery and Mary Sauter, 1973. 
24 pages. 

A learning activity package for use with Clerical 
Recordkeeping by Baron and ften£ield. Course 1 . 3rd 
edition, South -Vestern Publishing Company. To be used 
with cassette tapes. Includes performance objectives, 
8tep*by-step instructions, problems, answers, working 
papers, and posttest without the key. Order ID 003 269.4. 
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MAKING CHANCE. Ygnacio Valley High School, Concord. 
25 pages. 

A learning activity package of particular value to salei 
clerks, cashiers, and ticket sellers. Includes intro- 
duction, general Instructions, performance /Objective^ 
iour practice assignments, and self -checking answer; 
No pretext or posttest included. Order ID 003 269i 



COMMON CORE --MAKING CHANGE. Ygnacio Valley Hi^ School, 
Concord; Ted G. BogioC*;^ 27 pages. 

A learning activity package including introduction, 
instructions, performance objectives, progress checks, 
self -tests and answer sheets. Covers various cashier- 
ing activities. Includes bibliography. Order 
ID 003 278.25 . 
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MAKING CHANCE. Huntington Beach Union High School 
District. Thornton Valley High School; Denis Gltschier 
and Bob Crenshaw. 1974. 10 pages. 

A student learning activity package designed to develop 
change making skill In common sales transactions. Pro- 
vides 15 rules on proper handling of cash transactions. 
Measurable objective stated. Includes posttest and answer 
sheet. Order ID 003 278.26 . 
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107 - Making ChanRe (continued) 



W^im CHAIKiE •> A JOB PREPARATION ACTIVITY. Buchser High 
School, Santa Clara; 1974, 10 pages. 

A student learning activity package contains student 
nateriale Chat can be used alone or with siomlation nate- 
rials to develop basic- skills in making change and com- 
pleting coooton report forms. Special emphasis Is given 
to safeguards- in change making. Measurable objectives 
» stated^ Pretest and posttest included. Order 
ID 003 278.27 . 
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lOB^'^ Math Cotpputatlons ; 

FRACTIONS. Source Unknovna 10 pages. 

This student learning activity packet on fractions con* 
tains objectives and an explanation of ammon and declaial 
fractions. Included are problems In adding^ subtracting* 
multiplying » and dividing fractions and declisals* A test 
1« HO lacl^ed. Order JOja^. , 

MATH PLf^EMEMT - ACHIEVEMENT TEST. San Mateo County 
Schools * Regional Training Program, RediMKMl C\ ' - 
Charles A. Priest, 1972. 14 pages. 

Mathematics placement test diagnoses student's abil- 
ities in the following areas: (1) whole numbers, (2) 
fractions, (3) decimals, (4) ratio and proportion, 
(5) percentage^', (6) measorement, and (7) graphs. Order 
IP 003 104.2. 
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EXTENSIONS. Source Unknown. 6 pages. 

A learning activity package for general business. 
Includes sequentlalised activities and a performance 
evaluation test. No answers available. Order 
ID 003 117.1 . 
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MATH CONPDTATICKiS. Mt. Diablo Unified School District, 
Tgnacio Valley High School, Concord. 12 ?age8. 

A student V4P to provide an intensive review of arith- 
metic fu ^tals using SPECTRUM MATHEMATICS SERIES 
textbooks, ^rder ID 003 259.14 .' 
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108 - Mat h Computatlona (continued) 



\ 



CHANGING F|ACTIONS TO DECIMALS. Chester Brooks. 
5 pages. 

This student learning activity Rackage on changing 
fractions to decimals includes expUnations and prac 
tice probletns; keys to probleos are not included. 
Order ID 003 262. iw^uaea. 



DECIJIAL FRACTIONS . Joseph Gr^co. 1970. 10 pages. 
Teacher resource material including general and 
specific objectives, a list of suggested instruc- 
tional oaterials, and recommended activities ' 
Order ID 003 ?62.1 



PERCENTAGE. William House, 1969. 8 pa'ges. 
This teachet resource unit contains an outline 
general and measurable objectives, recomatended' ins true- 
«onai materia Is. and suggested student activities. 
Order ID 003 262.2 . *«.*eB. 

FWmAMENTAL SKILLS IN MATHEMATICS. Visalta Unified 
School District. 39 pages. 

A student LAP and teacjier resource ^.Tterial to accom- 
♦pany the workbook Business Math/30. Gregg Division 
McGraw-Hill. Includes objectives, instructional infor- 
mation assignments, posttests and keys, and answer 
sheet form. Order IP 003 262.4 . ' 

DEVELOPING PROGRAMS FOR SLOW AND DIS^CHANTED 
i9^^8 OF MATHEMATICS. Terrence P. Rieger. 1972. 

A teacher resource unit Including a bibliography and 
description of a loathematics program developed by the 
State of Montana for the slow learner. Order 
ID 003 262. S . 

OFFICE MATH - PgR CENT. Sonora High School, U Habra- 
Pamela Anspach, 1972. 31 pages. 

This self*contained student LAP on office math has six 
activities with answers on changing percentages to 
decin^ls and decioaU to perceutages. Objectives, a 
pretest a poattest. and an instructor's key are^U 
included. Order IP 003 262.6 . 
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108 - Hath Computations (contii^ued) 



BASIC HATH SKILLS. Sweacwater Union High School District. 
Hilltop Jr. High School, Chula Vista;' John Ayres* 1972. 
5 pages. 

A pretest to identify student weaknesses in basic mathe- 
matical skills is provided. No key included. Order 
ID 003 262.8 . 
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HULTiPLICATION AND DIVISION OF DECIMALS. Daryll W, 
Rhoads. 13 pages. 

This ^e If -contained student TAP on the multiplication 
and division of decimals includes a self-test with 
solutions, explanations » problems, and a posttest with 
solutions. Order ID 003 262.11 . 
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CONVERTING FRACTIONS TO DECIMALS AND PERCENTS. 
College, Barstow; Lewis R. Tarbox. 9 pages. 



Barstow 



This instructional unit on converting fractions to 
decinals and percent s has a pretest (no keys) explana- 
tions, examples, and problems with solutions. Order 
ID 003 262.12 . 



RRBiHiaBRIl 



I I 1,1x1,1 T m 



BASIC MATH. Nadine Reid and Alice Stephens. 46 pages. 

This self-contained student LAP has explanations, 
pjroblems, and answers, in addition to subtraction, 
multiplication, and division. Ordag ID 003 262.15 . 
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MATH C(»(PUTATION - A LITTLE BOOK OF FRQBUEMS. Nozwalk- 
La Mirada Unified School District, Norwalk High School, 
Norwalk. 2S pages. 

A student LAP including survey instructions, practice 
problems, table o£ decimal equivalents for fractions, 
progress test, answer sheet, and math test. Covers 
fundaoMtntals, fractions, decinals, and percentage. 
Keys to LAP problems and tests are not included. 
Ordtr IP 003 262.16 . 
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108 - Ma ch Computationa (contlaued) 



CCHMON CORE COHPETENCT MODULES. Clpvis WbI fled School 
District. Clovis Adult School; Robert W. Fuller. 24 pages 

Clovla* cQtmon core modules include: * .Basic Mathenatlcs: 
Written. Conmumlcatlont J Oral Cosnunlcatlon; Reports, 
Manuals, Directories, and Catalogs}' Spelling; Job Appli- 
cation; 10-Key Adding Machine; Sorting, Checking, and 
Verifying; Filing and Retrieving; Handwriting; Making 
Change; Proofreading; Instructions. A separate section 
on Objectives and How to Use Them is Included. Order 
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Ygnaclo Valley High 



COMMON CORE • MATH CGMFUTATKmS. 
School » Concord. 12 pages. 

A student EAP covering math fundamentals, fractions, 
decimals, percent, and graphs. Includes objectives and 
student Instructions for use with SfiectrumMatheoatlcs 
Series . Order ID 003 278.28. ' 



109 ■ Ora l Cogmunlcation 

BUSINESS CWWUNICATIQN, PREPARING AND PRESENTING. A 
SPEECH, Aragon High. School, San Mateo; Lloyd Mast. 
13 pages. 

Reasons for having the ability to present a speech are 
presented In this student learning activity packet. 
Pertinent Information for a student preparing 'speeches 
to Inform, entertain, or persuade Is presented In 
readable form. Measurable behavioral objectives are 
Included In the UP. Order ID 003 251.1 . 

LET'S TALK BUSINESS. San Diego Unified Scho^Ol District; 
Evelyn Jenkins, 1973. 145 pages. 

Student materials requiring reading, listening to class- 
room practice tapes, listening and responding ^o taped 
exercises, and finally recording original sentences on 
cassettes. The six small LAPS cover: I) verb to be; 
2) third person singular verbs; 3) possessive nouns; 
4) plural nouns; 5) Irregular verbs; 6) pronouns as 
subjects and objects. Overview pretest determines which 
packets each student should complete. Each packet has a 
self-test and posttest. All test solutions are Included. 
Measurable objectives are stated. Scripts are Included. 
Specific teaching^ suggestions are Included. Order 
ID 003 263. 19. (Available only in microfiche.) 
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109 ^ Oral Cocmuntcation (continued) 



ORAL COMMUNICATIONS. Buchser High School, Santa Clara^ 
19 pages • 

LAP includes suggestions for topics of conversaMon with 
instructions for selecting conversational partner and 
peer evaluators* Eva lua tors listen to and . rate conver** 
sa^lon partners. Rating sheet Is Included. Other actlvl* 
ti^s require students to answer or ask questions or make 
requests* Pretest Is Included. Satisfactorily completing 
activities constitutes posttest. Measurable objectives 
are stated. Order ID 003 278.29 . 
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no - References. Manuals. Dtrectorles. Catalogs 

USING SOURCES OF INFORMATION. El Cajon Valley HlghN 
School; Barbara Jean Neoipel, 1970. 19 pages. 

The student takes a pretest to determine how 
prepared he is to use sources of Information. The ZIP 
Code Directory, Telephone Directory^ and Secretarial 
Handbook are required to codplete the lAP actixlties. 
Also Included are exercises in problem solving and 
proofreading » a self -appraisal form» and an. appendix 
of factual data on sources for general » speclaliased, 
and travel information. Order ID 003 106. 
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ZIP CODE DIRECTORY. William McNeill • 13 pages. 

A student learning package on how to locate sip code 
numbers in the National Zip Code Directory. Activi- 
ties Include locating numbers in multi -coded and 
single-coded cities. Pretest and answers included. 
Order ID 003^242^5 . 
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ZIP CODE DIRECTORY. HuntJLngton Beach High School 
and Westminster High School; Doris Colgan. 10 pages. 

A student learning activity package on the information 
in the National Zip^^Code Directory. The student will 
learn the organization of the directory and how to 
locate zip codes and addresses. Genera?, objectives are 
included. No answer key. Zip Code Directory required. 
Order ID gto3 242.11. 
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USING TOE TELEPH{»IE DIRECTORY. Bulatovlch, 10 pages. 

A student learning activity package cn locating names » 
addresses » and nuobers In the telephone directory » How 
to use the green and yellow pages is part of the 
instructional package. Measurable objectives -are 
$taced. Post test and notes to instructor on how to use 
the package are included. Order ID 003 242>27 > 
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■UP - Referepces. Ma nuals. Dli perror4>B , 
CatalQga (continued) 

HOW TO USE A ZIP CODE DIRECTORY. Source Onknown. 
42 pages. 

^l^i^^t ^^'^^t^^^^'^t use, thle learning activity package 
on the Use of a Zip Code Directory has a pretest and 
posttest. The progranaed activities develop facility 
in using therZip Code Directory. Charts and sample 
pages are Included. Order ID 003 249. 
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USING THE ZIP CODE DIRECTORY. Maxine Shofner. 6 pages. 
A resourcfe unit on use of the Zip Code Directory. 
General and measurable objectives, suggested instruc- 
tional materials, and student activities are included. 
Order ID 003 256.3 . 



DEVELOPING PBX SKILL COMPETENCY. Georg^Hall. 7 pages. 
Skill unit includes resource material for the teacher 
general and measurable objectives. Multimedia is sug- 
SrSefi^^y^ll^* switchboard's basic functioning. 

A student learning package on how to use selected 
basic reference materials, includiiig the directory, 
thesaurus, almanac, city directory, and the Readers* 
Guide to Periodical hi^jrs.^.^^ Pretests and key 
are included. Measurable objectives are stated. 



Order ID 003 256.1^ . 



CATAIXXSS. Source Unknown. 10 pages. 
A student LAP explaining the need for and use of busi- 
ness catalogs. Includes stated objectives, introduc- 
tion, instructions, sample forms, and five working 
assignments. Spiegel Catalog is required to complete 

OrdVr TSS3^»..^^ '^ *-^"<«-<»- 
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llO - References, Haauals. Directories . 
Catalo&a (continued) ' 

« 

L 

REFERENCE BOORS FOR IHE SXENOGSAFBER AMD TYPIST. 
Foothill High School » Santa Ana {Angela Setter lee. 

13 pages. ' 

. - '• ^ 

A student leamln^.^ activity package op different refer- 
ence books to assist stenographers and typists on where 
to find the answers. Questions and ansiwers are Included. 
Order ID 003 257 . . . " ^ 

REFERENCES. MANDALS, DIRECTORIES. Nor«alk-La Mirada, 
Norvalk; 1973. 60 pages. 

.A learning activity package covering the use of dic- 
tionaries* telephone directories, ZIP Code Directory, 
and etdployeesP handbooks. Stated objectives, directed 
activity asslgnaents, working papers, business foraa; 
and a posttest are Included. Keys to LAP and posttest 
are not Included. Order ID 003 257.7 . 
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ZI^ CODE. 



Source Unknown. 1974. 



10 pages. 

A LAP on the\ use of the National Zip Code Directory. 
Including stated objective. Introduction, insitruetions , 
appendix, an<t| five activity assignaenta . Keys to LAP 
activities are not included. Order ID 003 257.9 . 
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DICTIONARY USAGE. Whlttier Union Rigjh School District, 
Pioneer High School, Uhittier; 1972. 27 pages. 

A student LAP with activities to improve efficiency in 
using dictionaries. Order ID 003 263.7 . 
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LEARNING AQTIVITY PACKAGE FOR DICTIOMART USAGE. 
Whlttier Union High School District, Pioneer Bigh 
School, Whlttier; Elaine Prukop, 1972. 22 pages. 

Included are eight activities covering alphabetising, 
sjftabols and abbreviations, spelling, and pronuncia- 
tion. A review checkup coapletes the package. 
Order ID 003 263.18 . 
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USE YOUR TELEPHONE DIRECTORY. Carltsont High School, 
Beliaont; June Terzich. 27 pages. 

The 'Exercises in this illustrated learning activity 
package are designed to develop skill In using the 
white, yellow, and gre4n pages of telephone direc- 
tories. Key for posttest not included. Order 
U6 003 265.36 . 
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DESCRIPTORS 



- Referencef . M>nu»Ia> Directoriea . 
Catialotta (eontittuetf) 

USE OP THE TELEPHONE DXKSCTOR¥. tfa. S. Bart Ualon High 
School District » Canjron High School. Saagua: R. Cooway 
Spltler, 1971. 23 pagea. 

An illustrated student reference manual with infonnatlon 
and activities on the use of the telephone dixQctory^ 
Pretest has no key available. Order ID 003 265 >4A . ^ 

2-2IPPINC TRROIRm THE ZIP CODE DIRECTORY. Madison High 
School; Jean Aldridge. 22 pagea. 

This learning activity packet is deaigned for practice 
in using efficiently the Zip Code Directory. It 
includes illuatratioas and exercises to reinforce 
learning. Order ID 003 26^.47 . 

A LOCK AT THE TELEPHOiiE DIRECIOKT. < Ann Rake and Jean 
Aldridge. 25 pages. ->\ 

This illustrated learning activity package has e»r* 
cises and altuations requiring proper use of iaforoa- 
tion In the white and yellow pages of the telephone ' 
directory. Pretests and postteats are included. 
Order ID 003 265.53 . 



REPORTS, MANUALS, DIRECTORIES, AMD CATALOGS. Chaffey 
Union High School District; 1973. 88 pages. 

Six learning activity packages designed, for the stu- 
dent 8 use in the classroom dealing with reports, 
oaanuals, directoriee.and catalogs. These LAPS are 
based ^ the^tate Progran Guide (comon core, Coa^. Ip) 
and Include the dictionary, tele^one directory, ZIP 
Codes » comp^ telephone directory catalogs, and road 
MPS. EMtv^ckage contains a pbsttest and answers. 
ID\003 265.79. (Available in microfiche only) 

REPORTS, MANUALS, DIRECTORIES. Mt. Diablo Unified 
School District » Tgnado Valley High School; 1974. 
16 pages. ' 

A student learning package on developing skill in- 
locating information from the Telephone Directory and 
the National Zip Code Directory. Unit I Includes ^ 
seven activities using the Telephone Directory and 
Unit 11 Includes two activities using the Zip Code 
Directory. Order ID 003 270.3 . 













0^ 






red 1 


u 
















u 






• 










g 


• 






0 












La 
pa 


8 

I 




rable 


• 




% 
& 

K 


luirc^ 


c 


1 


Blbll4 


LAP 


9 

s 


t 


P08C 1 


& 


§ 

9 



DoaaaDQafl 



M M IxM 



RHflRHHHHH 



I I I.I.I r.Txn 



aeiBHiiflHiin 



\» 



A 


B 


cIdJ^ 


F 


Q 


B 


I 










JL 







' ' ''''' ' iTm 



36 



-28- 



ERIC 



0£SCRXPIORS 



110 - References. Manuals. Directories. 
CatalORa (conclnuad) 



RSPERSNCBS, DIH£CTORIBS» CATALOGS, SCHEDULES, KAPS. 
Taaalpais High School, Mill Valley; Rote M. Atclertf 
61 pages. 



Student completes activities using dictionaries, sip 
code and telephone directories. Sears catalog^ air and 
bus schedules, maps, and eaployee handbooks* Posttest 
Is included. Katerial correlates with local telephone 
directory, but can be readily adapted. Key to posttest 
is not included. Order ID 003 271. 5 « 
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TELBFHONE. Santa Clara Unified School District » 
Buchser High School, Santa Clara; Robert McGimiis, 
197S.' 24 pages. 

A learning activity package using a local telephone 
directory (required for pre- and posttests) and a call 
director. Order IP 003 278.2 . 
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REPORTS, MANUALS, DIRECTORIES. Ygnacio Valley High 
School, Concord; 1975. 19 pages. 

Through nine activities, the student learns to use five 
different reference sources in this packet. These 
sources Include directories, catalogs, schedules, and 
naps. Order ID 003 27P ^^- > 




USING REFERENCES. hs(a Angeles City Unified School 
District. 19 pages 

Student activities to acquaint learner with a steno- 
grapher's handbook, a dictionary, a word division guide. 
Includes sn extensive list of refersnee laatarials* 
Correlates with Reference Manual for Sfnojtraphers and 
Tvolsts. Wey tfeyrtapif^bft^y fo<^^% D^y<y^o|Bfnf > ^nd 
ADDlled Busin eas Tvoing by Holland. Order ff> 003 ^7?f?0' 
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THE DICTIONARY. Ravenswood High School, East Palo Alto. 
8 pages. 

Introduction to the dictionary as a reference source. 
Work sheets help ^udents find, spell, pronounce and 
detemine the swaimig of words. Answers not included. 
Order ID 003 265.16 . 
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III - Si mple BuslneiB Records : ^. 

KSBPING PERSONAL RBCOKOS. Source Unknoim. 22 page*. 
Thle student UP on Keeping Personal Records contains 
objectives, activities, and problems. The posttest 
requires students to prepare a aonthly budget and recorfi 
trahsactlons in an Xncone and Expense Record Book. Keys 
to LAP and posttest are not .included. Order ID 003 107^1 . 
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CHECKING. Source Unknown. 22 pages. 

Included in this' student LAP on checking accounts are 
objectives and sequential activities. Sanples of 
signature cards, check forms i?ith stubs, quizses, a 
posttest, and a bank reconciliation problem are pro- 
vided. Keys to LAP and posttest are not included. 
Order ID 003 107.4 . 
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BUSINESS FORMS. Source Unkooim. 19 pages. 

A learning activity package, it inclu*des saiaple busi- 
ness forms, a narration of transactions, sequentialized 
activities, and performance tests. No snswers included. 
Order ID 003 117 . 



BUSINESS RECORDS. Vlsalia Unified School Oisl^rict, 
Vlsalia. 18 pages. 

A student guide to accompany the text General Record 
Sse£|n£, 5th Edition. Permits the student to work at 
his own pace. Provides objectives, outline of assign< 
oents, and standards of performance. Order 
ID 003 256.20 . 



BANKING SERVICES. Nancy Glenger, 1969. 15 pages. 

This teacher resource unit on banking services includes 
general and specific objectives with competency and 
specific skills listed, an outline, general teaching 
procedures, teaching suggestions, a list of reference 
materials, evaluation procedures, and examplea of 
cheeks and bank reconciliation statements. 
Order ID 003 259.10 . 
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III « Sia8ple Business Records (continued) 



Visalia Unified School 



KEEPING SIMPLE BUSINESS RECORDS, 
District; 1972. 32 Rages. 

Activities in this learning aeVivity package include 
handling a checking account, petty cash fund, inventory 
records, and purchasing documents. Specific textbooks 
are required for each activity. Keys to LAP activities 
are not Included. Order ID 003 259.13 . 



SIMPLE BUSINESS RECORDS - CCMM(»I CORE, COMPETENCY 11. 
Source Unkaown. 49 pages. — 

Learning activities correlate with state objectives. 
Students conplete shipping orders from nessage foms 
giving inCormation. A cassette and booklet are needed 
to complete the assignment, but are -not included with 
these njaterlals. Activities for 11.4 are correlated 
with text. Clerical Recordkeeping . 3rd edition. Post- 
tests for each section are included. Keys are not 
included^ Order ID 003 265.81. 
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SIMPLE BUSINESS RECORDS. Norwalk-La' Mlrada Unified 
School District, Norwalk High School, Norwa Ik. 20 
pages. ' . 

A %K»rk competency i»nit on sales and credit memo verify- 
ing and posting. Adding toachlne prerequisite. Includes 
business documents for source material, working papers, 
sample sales register^and customers' accounts. Post^test 
and problems available, but no answer key. Order 
ID 003 270.6 . 
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BUSINESS RECORDS SIMPLE— lAP. Santa Clara Unified School 

District, Buchser High School; Bob HcGlnnis, 1975. 

27 pages. ^ 

Learning activity package for students in the commcR core. 
Covers simple business records. Keys not included, 
Order ID 003 278.4 . 
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SIMPLE BUSINESS RECORDS. Nt. Diablo Unified School Dlst. 
Ygnacio Valley High School, Concord; 1974. 15 pages. 

With this activity you learn about the fundaoiental proce- 
dures involved in keeping simple business records. Included 
are units on cashier's records, checks and bank statements ' 
petty cash and retail salesclerk records. All wock refers 
to Clerical Record Keeoiny . second edition. South 'Vestem 
Publishing Company. No tests. Order ID 003 278. 38. 
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Ai2 - Sortlna> Chgf>k< ntt> VerifYin fi- 



CUSSmiNG INpbRMAnOM BY SORTING. B. J. AUlaon. 
1971. II pftgdis. * 

An iMtructional resource guide. Includes objectives, 
pre- and postteeta. activities, and Job standards. 
Order ID 003 103,? . ^ wiras. 



SORTING CHECKING, AND VERIFYING. Taoalpals High School. 
Mill Valley; Susan Doll Pehl. 1973 1 ,-^^8 pages. 

A student UP containing 12 ^^ctlviti^i to develop skills 
in sorting checking, and verifying information. Keys 
to lAP activities and posttest are not included. 
Order ID 003 2S6,64 . «:*uaea. 



SORTING, CHECKlHCiAND VERIFYING. Chaffey Union High 
School. Ontario: 1973. 76 pages. ^ 

Lll'itT'' Jl^^^^'^'^^i^S of ten activities dealing with 
sorting, checking, and verifying of data. Student 

V'a ll H^Vtl teacher's guide are Included. 

Order ID 003 2>6.6y. (Available In -Icroflche only) 

«n?TJ'^'c^II^''?^f ' ^ VBRIPYINC. Notwalk-U Mlrada 
Unified School District. Norwalk High School. Korvalk. 

A learning activity package Including stated objec- 
tITIa i"""^"^"*^;". ten activity assignments. 
Intended to provide competency In sorting and checking 
sales slips, eonparing names and numbers, and copyina 

Z lVl J""^"***" ^stt^U, and ZT> 

ing papers. No keys Included. Order ID 003 270,^ . 



u 
« 



B 



3 



o 

Xk 

m 

u 

m 

CO 



u 



SI 



o 

o 



u 



oi 



H 



(M 
W 

Of 

fig 



1$ 
tal 



A 




















XJ 









' ' ''''I I I If I 



SORTING, CHECKING. VERIFYUKJ. Oakland Unified School 
District ;^Merle Wood. 31 pages. 

A learning activity package designed for students com- 
pletlng the common core competencies. The document 
?J!'Tf?/^ «elf-p«ced. self-checking. Jobs QiaTdrlU 
the skill areas of sorting, checking, and verlfylha. 
Order ID 003 278^1 . . '^«^"*y"ig. 
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112 - Sorttnfi. Checktna. VerlCying (continued) 



SORTING, CHECKING, AND VERIFYING. Ygnacio Valley High 
School, Concord; 1974. 36 pages. 

5<-.rtlng business documents, verifying math conputs- 
tlons, and planning efficient systeas for checking 
are Included in this learning package. Order 
ID 003 278.31. 
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SORTING, CHECKING, AND VERIFYING, 
Santa Clara. 28 pages. 



Buchser High School, 



A learning activity package including objectives; instruc- 
tions, and 12 cctivities. The purpose of these activities 
IS to develop competencies in sorting, checking, and 
verifying miscellaneous daca. Several activities require 

information not furnished in this LAP. A pretest is , 1 I I I I I T — I — I 1 

included. Answers are not included. Order ID 003 278.32 . ' ' | f | i I I j 
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in - Spelllnjt ; 

SPELLING. College of Alaiaeda, Alameda; Marjorle D&xon. 
21 pages. 

Student materials include a list of 400 spelling vords 
taken from a college^level business En£ 11 sh text, test 
foma^ and jfol low-up worksheets* Also given are a 
variety of procedures the teacher could use to Imple- 
oent these toaterials. Order ID 0Q3 106,1 . 



SPELLING. Chaffey Union High School District, Ontario; 
1972-1973. 36 pages. 

This self-contained student LAP covers^ spelling rules 
in Section I and error pattenttf''liiSection II. A 
caseette^Jiape to record answ^s is required. Script 
for spelling tape #1 anf' k^ys to section posttests are 

D^3 



not included. Order ID, 



262.17. 




a Unified School 



SPELLING AND WORD U 
District; 1972. 37 

A two-part atudent lAP to iBtprpfVe spelling and word 

usage abilities requir^ltg-the use of a dictionary and 

teacher-prepared spelling tapes. Scripts to spelling 

tapes are not included. Order ID 003 263.6 . 
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13 - Spglltn^^ (continued) 



HOW'S YOUR SPELLING? San Mateo County Schools. Regional 
Training Program. Redwood City; Charles Priest. 1972 
10 pages. 

A studen^ LAP for spelling iirproveoent correlated with 
Spellinf Drills and EK^i^c<«^e Gregg, 19W; Lincoln 
Piagnostic ye^ts, N. Y. Educational Records Bureau, 1949- 
™ Spelllnt^<Pr<nr<pi>,^, Apple ton -Century Crofts, 1966. * 
Tests are mentioned, but not included. Order 
IP 003 263 17. 



u 
e 



> 

m 



1^ 



3 



o 



01 



fiu 



-I 



9 



o 



K 



> 



H 



cr 

OS 



I 



9 

cr 
w 



SPELLING. Arlene McCabe, 1970. 15 pages. 
An occupational competence unit containing objectives 
instructional materials, practice drills, and word 
lists. Order ID 003 263. U. 



SPELLING mPROVEMENT ?ACRJET. Najcine Keilig, 1972. ^ 
38 pages. 

This learning activity package has practice exercises 
using spelling rules. Also included are a pretest and 
a posttest. Order ID 003 263^20 . 

SPELLING. Tamalpais High School, Mill Valley; Susan 
Doll Pehl. 32 pages. 

Activities. in this LAP correlate with Spelling Prll li. 
and Exeryises. by Brendel and Near, and Spell ins b~ 
Principles by Smith. Activities are assigned after 
coapletion of a diagnostic pretest. Vorksheel 
included. Script for pre- and postests are m 
eluded. Order ID 003 263.21 . 

SPELLING. Santa Clara Unified School District, Buchser 
High School, Santa Clara; 1975. 9 pages./ 

A learning *c :ivlty package containing a Lulde to 
Cregu s Spelling DrtUfl by Brendel. Spelling pre- 
and posttests are Included. Order ID 003 278.3. 
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1 , 1^ - T^elephone : 



RECSFTIC»«ISr. Santa Clara Unified School District » 
Buehser High School, Santa. Clara; Robert McGinness, 1972. 
5 pages. 

Goals » objectives, and skill tasks are outlined for a 
one-semester certificated occupations course to train 
receptionists and PBZ operators. The evaluation and 
testing standards are the results of one year's experi- 
ence in a pilot program. Order ID 003 121.11 . 



TELEPBORE ANSUERING TECHNIQUES. Grossuiont College, 
El Cajon; Karen Seal, 1972. 9 pages. 

This LAP is tiesigned to follov an introductory film, 
such as Pacific Telephon^^'s A Biann<|r of Speaking. 
General and measurable objectives are stated. Order 
IP 003 242.6 . 



YOUR PUSH BUTTON TELEPHONE. Nocwalk-La Mirada Adult 
School; Ines Shilling, 1972. 13 pages. 

A student learning activity package on use of the push 
button telephone. Student will learn how to handle 
incoming calls, putting them on hold, and transferring 
or using the ICL line and also how to take messages 
accurately. Measurable objectives are stated. Order 
ID 003 242.13 . 
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USE OF THE INTRODUCTORY PAGES IN THE TELEPHONE DIRECTORY, 
Canyon High School, Saugus; R. Conway Spitler. 1971. 
26 pagers. 



A student learning activity package to aid in 'eha use 
of the telephone directory's introductory pages. Stu- 
dents will learn how to place local, long distance and 
emergency calls; locate areas served by the telephone 
directory, locate area codes, and telephone rates. 
Measurable objectives are stated. Pretest, posttest, 
and anawers are included. Order ID 003 242.17. 



USING THE TELEPHONE DIRECTORY. 
9 pages. 



Darlene Staib, 1969. 



A teacher's guide that Includes objectives, instruc- 
tional materials using^ multimedia, apd suggested class 
activities in efficient use of a telephone directory. 
Order ID 003 256.1 . 
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TELEPHONE COURTESY. Phyllis Grlchuhln, 1970. 
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teaching various telephone techniques » and a bibli- 
ography of instructional caaterials is provided. 
Order ID 003 256.13. 
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TELgPH(»iE TSCiSSiiqUE. Taaalpals High School, Mill ValUy; 
Eose M. Ascierto^ 1973. 29 pages. 

This student LAP includes a reference section of ten 
pages which suanarizea effective telephone techniques 
and activities on planning calls, taking messages* 
evaluating telephone conversations* and developing and 
recording role-playing dialogues. Reference texts, 
needed to cooplete the activities are Applied Secre - 
tarial Practice, fifth edition; Secretarial Office 
Procedures, eighth edition; TeletraiainR for Bua^neaa 
Studies . 1965; and The Receptioniat . 1966. Keys to 
the activities and posttest are not included. Order' 
ID 003 256.58 . 
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TELEPHONE TECHNIQUES— SCRIPT. . Ravenswood High School, 
East Palo Alto; 1973. 15 pages. 

This is the script of the General Slide Package for 
Business produced by Pacific Telephone and Telegraph 
Coflcpany to Improve telephone techniques. Order 
ID 003 265.35. 
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TELEPHONE. Norwalk-Lfl Mlrada Unified School Jletrlct, 
Norwalk High School, Norwalk. 33 pages. 

A LAP intended for improved telephone technique^ per- 
sonality, and manners. Provides Information types of 
calls, taking messages, use of directory, special 
telephone equipment, etc. Self -check questions and 
a posttest are Included. Keys not included. Order 
Hr 003 265.71 . 
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TELEFH(XiE. Huntington Beach Union High School District, 
Fountain Valley High School; Denis Gitschier/Bob 
Crenshaw, 1974. 21 pages. 

A student LAP to improve telephone personality, manners, 
and techniques for handling incoming sales calls and 
customer objection situations. A Telephone Activity 
Worksheet is Included. Order ID 003 278.9 . 
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114 « Yelephoae (continued) 



REC(»I>ING TELSmONE KESSAGES. Rlehnond Unified School 
District, Hawry Bllt High School, Richnond; Agnes Gowen, 
1970. 11 pages. 

Thi» learning activity package covers background ia£or- 
nation on the switchboard and how to record iMissages. 
Pre- and posttests are included. Order 10 003 278.33 . 



TELSFKOIIB. Mt.' Diablo Unified School District, Ygnacio 
Valley High School. Concord; 1974. 34 pag6s. 

The learning activity package is to be used with cfMooer- 
dally prepared Telephone Dynaisics. A cassette recorder 
is needed. The telephone techniques are presented as 
well as objectives. Pre- and posttest (no key) are 
included. Order ID 003 278.39 . 
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lis ' Working with People ! 

« RECEFTIOMISa Gertrude Roberts. 8 pages. 

A skill unit that includes general and measurable objec- 
tives, suggested instructional oMterialSy and student 
activitic^s for training receptionists. An evaluation 
on procedures in handling callers Is also a part of this 
unit. Order ID 003 121.14 . 
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CAREER DEVBLOFMENT. Riverton School District, Riverton, 
WyoQing; J. c. Hitt. 1972. 14 pages. 

A learning activity package for use with selected refer- 
ence material. Provides planned activities and a self- 
test. No fila available. Order ID 003 265.18 . 
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WORKING WITH PEOPLE. Norva Ik-La Mirada Unified School 
District, Norvalk. 64 pages. 

A LAP designed for personality evaluation and ivprove- 
aent with a view to career development. Includes self- 
evaluation, program planning, and saleable skill plan- 
ning material. May be used in conjunction with career 
development tapes and film strips. Order ID 003 265.77 . 
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.lis " Working with People (continued) 



WOMCINC WITH PEOPLS. Kt. Diablo Unified School District » 
Ygnaclo Valley High School; 1974. 43 pages. 

A student learning package that will contribute towards 
personal developnent in working with people. Unit 
includes three sections: -voice and expression, person- 
ality; and huQian relations. Order ID 003 270.2. 
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Buchser High School » Santa Clara; 



WORKING WITH PEOPLE. 
1974. 16 pages. 

A student learning activity package desi^ied for CBEPG» 
Conmon Core Conpetency- 115. Includes self-evaluation 
and inprovement , prob lea-solving in stress sltuationsy 
a seif-improveiaent plan to overcome habits that antago- 
nize and contribute to failure on the job, and pre- and 
posttests. No keys are provided. Order ID 003 278.5 . 
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EMPL07ER -EMPLOYEE -CUSTOMER RELATIONS. Huntington 
Beach Union High School District, Fountain Valley 
High School; Denis Gltschier and Bob Crenshaw, 1974. 
21 pages. 

A student learning packet with four case probleos and 
suggested solutions that contribute towards personal 
unde^rstanding of the relationship between eotployera, 
employees, and custoiaers. Posttest Included; no key. 
Order ID 003 278.37. 
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WORKING WITH PEOPLE, Mt. Diablo Unified School District, 
Tgnaclo Valley High School, Concord; 1974. 34 pages. 

Activities in this learning activity package Include 
three sactlons^^ voice , personality, and huoan rela- 
tions. Many suggestion^ are Ihcluded for working with 
people.- Evaluation foms, progress check sheets, and 
records to play are mentioned. Tests are not ncluded. 
Order ID 003 278.40 . 
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116 - Written Coaanunication ! 



COHFOSITION OF LETTERS. Monte Vista High School, 
Danville; Rose Mari Finter, 1972. 26 pages. 

Contains pre- and posttests* learning guides » and 
exercises for seven learning activities. These are 
interspersed with checkpoints. Includes model letter, 
Keys not included. Order ID 003 251. 



BETTER PUNCTUATION WITH THE CQfMA. Ramona High 
School; Barbetta Rrogman, 1970. 23 pages. 

A teacher resource unit and a selj^^contained student 
LAP on the principal uses of the comsia. Explanations 
exercises, self -tests, and answejrs are in the LAP. 
Order ID 003 263.3. 



BUSINESS ENGLISH, Vlsalia Unified School District; 
1972. 257 pages. 

A teacher resource unit and student guide consisting 
of a comprehensive coverage of gramoar instruction 
organized into 14 small learning activity packages 
correlated with Business English and Conaupication . 
4th Edition, by Stewart, Lanhan, Zimmer, and Clark; 
McGraw-Hill Book Company. Qrder ID 003 263.13 . 
(Available in microfiche only) 
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PROPER WORD USAGE. Monterey Peninsula Unified School 
District, Roger S. Pitch Jr. High School; Alice M. 
Gleschen, 1971. 28 pages. 

There are 25 troublesoiae words included in this stu- 
dent LAP on word usage. The lAP provides the student 
with an opportunity to test his knowledge- on the use 
of these words, to engage in study if necessary, and 
then take a post test. The text Heath Handbook of 
Eoitlish 9 is used. Order ID 003 263.15 . 
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THE C0»9»LETE SENTENCE. Bill Taylor. 18 pages. 

The purpose of this student LAP is to help a student 
become proficient at recognizing and correcting sentence 
fragments. A pretest, study guide oBterial, and a-fiBst- 
test arc included in the LAP. Order ID 003 263.17,! 
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116 - Wr itten Comnunlcation (continued) 

^ WRITTEN C(»iMUNICATION. Norwa Ik-La Mirada Unified 
School District. Norwa Ik High School. 18 pages. 

A lAP intended for inprovenient In business coorauni- 
cation^ Contains problem material, sample business 
letters and mebos, bulletins, etc. Keys not included. 
Order ID 003 265.72 . 



WRITTEN COMMUNICATION - AN EFFECTIVE WRm," MESSAGE. 
Huntington Beach Unified School District, Fountain 
Valley High School; Denis Gttsichler and Bob Crenshaw. 
1974. 12 pages. 

The learning package presents clear and not-so-clear 
oessages in order to help the student Write effectively. 
Order ID 003 278.34. 
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WRITTEN COMMUNICATIONS. Mt. Diablo Unified School 
District. Ygnacio Valley High School, Concord; 
1975. 7 pages. 

A learning activity package whose goal is to build 
paragraphing, punctuati'>n, and vocabulary skills. A 
pretest and diagnostic chart directs students to 
various punctuation problems. Vocabulary building 
sections use the workbook for Business English and 
Cotaauntcationa. by Stewart. Unham, and Zimmer, 3rd 
Edition, published by McGraw-Hill. Keys not included, 
Order ID 0Q3 276.35. 



Buchser High School, 



WRITTEN CC»IMUNICATION - GRAMMAR. 
Santa Clara; 1974. 25 pages. 

A student learning package on identifying both complete 
and incomplete sentences is fallowed witl activities 
containing correct and incorrect word usage. Choices 
must be made in use of congaas. capitalization, cr no- 
si tion. and message writing. No posttest. Order 
ID 003 278.36 . , 
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200 Office Core 



' 201 - BupUcattnR : 



DUPLICATING MACHINE OPERATOR. Santa CUra Unified 
School District* Buchser High School » Santa Clara; 
Robert ^cCinneaa^ 1972. 5 pages* 

A detailed outline of objectives developed as a pre-> 
liminary step in devising goals, objectives* and skill 
tasks for a certificated program involving duplicating 
laachine operator. Order ID ,003 121.1 . 
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LIQUID DUPLICATING OPERATOR. S^nta Clara Unified 
School District, Buchser High School, Santa Clara; 
Robert McGlnness, 1972. 5 pages. 

Guidelines for the liquid duplicating operator serve 
as a Job training description to be presented to a 
potential employer during an interview along vlth the* 
certificates earned and a personal resume. Order 
ID 003 12K8. 
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HIMEOGRAra DUPLICATING OPERATOR - GUIDELINES. Santa 
Clara Unified School District » Buchser Hl£^ School, 
Santa Clara; Robert McGlQness, 1972. 5 p^gea* 

Guidelines for the miaieograph duplicating operator 
serve as a Job training description to be presented 
to a potential enployer during an InCerview alon& 
with the certificates earned and a personal resume^ 
Order ID 003 121.9 . 
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DUPLICATING MACHINE OPERATOR. Kern High School 
District, Bakersfleld High School, Bakersfleld; Carol 
Moore. 5 pages. 

A skill unit that includes neasurable and general 
objectives, suggested instructional materials, and 
student activities for teaching spirit miineograph 
and offset duplicating processes. Order 
ID 003 121.15 . 
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OFFSET DUPLICATING. El Dorado Union High School Dis- 
trict. Ponderosa High School, Placerville; Robert M. 
Close, l'^70. 12 pages. 

A skfll unit that includes general and measurable 
oble'ictlves^ suggested class activities^ a bibll* 
ography^ and other teaching sources^ Supplies and 
equipment needed for teaching the offset are listed « 
Order ID 003 121.16 . 
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201 - DupllcatittR (continued) 



TYPING A FLUID MASTER. Escondldo Union High School Dlf 
trlct. Escondldo High School, Escondldo; A. Irene 
Broulllet, 1972. 10 pages. 

In this lenmlng activity 4^ackage the student is directed 
in typing fluid process masters on manual and electric 
typewriters. In addition, instructions arc given on hov 
to correct errors, draw and write, and use multicolors 
on a fluid process naster. Duplicating Machine Proceaaea . 
Posewark, Sout \-Westem Publishing Co. needed. Order 
ID 003 238.1 . 
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HOW TO TYPE AND RUN A STENCIL. Howard G. Graubner, 1972. 
20 pages. 

The purpose of this learning activity package is to 
help the learner un/ierstand the process of stencil 
duplication and to develop the ability to type sten- 
cils which will produce legible copies and to run 
copies off on a miaieograph machine. Order ID 003 238.10. 
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OPERATING THE FLUID CI PL?CAfING MACHINE. Escondldo High 
School; A. Irene Broulllet« 1972. II pages. 

A student learning ecwivity package on how to 
prepare and operate the Rocke Fluid Duplicating Machine. 
Measurable objectives are stated. Pretest and answers 
are included. Package is written for* use with Dupli» 
eating Machine Pr ocesses: Stencil and Pli^id by Vllliam 
R. Pasewark, South-Vestern Publishing Company. 1971. 
Order ID 003 242^15 . 
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SCOPE, (ILLUMINATING DRAWING BQAFD). ABC Unified School 
Di9tribt»' ABC Adult School Office Occupatlois Center. 
Hawaiian Gardens; June Boardraan, 1973. 14 pages. 

A learning activity package on how to trace, shade, 
letter, rule. and make proper corrections on a stencil 
sheet while it la attached to a scope. Pre- and post- 
tests and measurable objectivea are included. Key not 
included. Order ID 003 256.41 . 



SPIRIT OR FLUID DUPLICATOR. Tulare Union High School; 
Ron Schlotthauer. 1972. 16 pages. 

A student learning package and teacher resource unit 
on the operation of the fluid duplicator and the steps 
in typing and correcting a spirit master. Posttest 
included. Key not included. Order ID 003 256.55 . 
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201 - Duplicating (contlaued) 

DUPLICATING. Ygnacio Vallei^High School, Concord. : 
8 pages. . 

Jobs in this activity are taken from Duo lifting Machine 
processes » Pasewark» South-western Publishing .Company ; 
A. B. Pick Company Mineograpb Series; and Kestem Tape 
fllnstrips. No tests or perfominee evaluations are 
Included. Order ID 003 276.10 . 
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CLERK - TTPIST SIMULATXOH #2 - DUPLICATING « RichiiaDd 
Unified School District » Harry Ells High School, 
Richmond; Agoes Gowen, 1970. 12 pages. 



Included in this learning activity package are tvo 
suggested activities • It contains information about 
equipment and supplies needed Ui duplicating and pro- 
cedures to Collova Order ID 003 276all e 
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FILING CLERK - GUIDELINES. Santa Clara Unified School 
District, Buchser High School, Santa Clara; Rdbert 
McGinnes6» 1972. 3 psges. 

Guidelines for teachers and students serve as an Inpor- 
tant part of a certificated occupations prograsi. These 
same guidelines serve as a Job training description to 
be presented to a potential eaployer during an inter- 
view along tfith the certificates earned and a personal 
resume. Order ID 003 121.10 . 



FILING - THE MEMORY OF BUSINESS. 
1^ pages. 



Source Unknown. 



bJfLc 



The rules for filing^ equipstent use<| in filing, steps 
in the filing process, and the four oiethods cosaonly 
used for filing are stated in this learning activity 
package. Measurable objectives are given. Pretest 
and posttest included. Mo keys included. . Order 

Hifi 003 ;^42t7» 

ALFHABBTIC FILING. Quartz Hill High School, Lancaster; 
Austine Perry. 12 pages. 

A student learning activity package on al|4iabetic fil- 
ing, ''student will learn the rules of alphabetic filing, 
indexing and cross-referencing. Measurable objectives 
are stated. ■ Pretest,* posttest, and bibliography are 
included. Package is developed for use with Gvi^ Quick 
f illing Practice . Kahn, Terian, and Stewart;' McGraw-Hill 
Book Co., Inc., 1961. Order ID 003 242.20 . 5^- 
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102 " PtIinR and Retrtevtuft (continued) 

ALPHABETICAL PILMC - SBCTION I. Usean High School. 
Suaanville; Rita Kennody, 27 pages. 

A fitudant learning package on the basic niles for alpha' 
be tic filing. Written to be used in eon junction with 
BjtjinesB Filing and R ecords Control , Third Edition, by 
Bassott, Agnev» and Goodnan, Southmestem Publishing 
Conpany, 1964. Naasurable objectives snd tests are 
included. Keys not included. Order ID 003 256.31 . 
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OFFICE CORE CCHPETBHOf MOWnLBS. Clovis Unified School 
District; Robert Fuller, 1972. 11 pages. 

The following nodules are included in this packet: 
filing, duplicating, petty cash, and handling the 
•all. Order IP 003 276 . 



FILmc AMD RETRIEVINC - OFFICE COkl. Santa Clara 
Unified School District, Bucbser Hi^ School, Sant« 
Clara; Robert McGinness. 32 pages. 

Packet for use by students^ office core or general*^ 
office. Ten activities and exercises. Correlated 
with Pronresatve FtHnfl by Kahn, 8th Edition, McGraw-Hill. 
Order ID 003 276.4. 
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FILIMC AND RETRIEVIKG. Ygnacio Valley High School 
Concord; 1974. 7 pages. 

In this learning. package you file documents alpha- 
betically and nuoerically. Must have Business Fil » 
ing.aod Records Control by Bassott, Agnew, and Goodman, 

South -Western Publishing Comoany. 
.Ordtft ID 003 276.8 . ^ 

CLERK TTPIST - FILIW (1 of 8 MODS). Los Angeles 
CityJUnified School District. 8 pages. 

Student , ^udv guide to accompany Modem Cley^ ^^l 
££ftS£ifiS. oy Friedman and Grossman, 3rd Edition. Pitman 
Publishing Corp. Includes competency test and kev 
^der ID 003 276.12 . ^ 
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203 - Kail ancootnig >ad OutROtaft): 



CUSSBS OF DOMESTIC MAIL AND SPECIAL MAILING SERVICES* 
Owight VenezeL» L972. 17 pages. 

A ttudent learning activity package on hov to identify 
and handle dooettic laall sarvieea and apeclal doiaeftic 
nail aervlcea. Meaaurab&e objevtivee are stitad. Pre- 
test, poatteat, and anctiers are included* l^ae o£ aultl* 
Riedla is suggested. This package is developed £or use 
with Secretarial Proceduree and Adainlatgatlon . Banna. 
Pophan. Beaner. 5th Edition* South-lfestem Publishing 
Conpany, 1968. Order IP 003 242.18 . 



MOUNTAINS OF MAIL: THE NEW WAT TO ADDRESS ENVELOPES* 
Edgewood High School, West Covina; Mae M. BIley* 1971. |^ 
8 pages* 

A student learning package on how to address envelopes 
using the state abbreviations. The purpose of the 
optical character reader used by the postal systems is 
described. Order ID 003 242 > 25 . 
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INCOMING AND OUTGOING MAIL PROCEDURES* Vi sella 
Unified School Dlatrlct; 1973. 27 p ges. 

A student learning package on bow to handle oail. 
The student will be able to determine the different 
claases of faail and calculate the aaount of postage 
on a gi^p of 20 nail itent; learn the state postal 
abbreviations and type transmit table telegrams. 
Measurable objectives* pretest* posttest*and solu- 
tions are included. Order ID 003 256.48 . 
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LETTER FOLDING AND INSERTING PROCEDURE* South 
San Francisco Unified School District* South 
San Frandaco High School; Claire R. Mitchell, 
1973. 4 pages. 

A script for a slide/tape instruction on how to 
properly fold and insert letters in the three types 
of coiMBonly used business envelopes— small slse, 
large sice, and window envelopes* Script Is written 
for 27 slides. Order ID 003 258.30 . 
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NANDUIR; a petty gash fund. Plttiburg Unified School 
DlflC^ict; Nancy A. Kugh««. 8 fMget. 

ThU' occupational coapetence unit contains a brief 
oritttttation, terminal perfoniance objectives written 
in detail, and a list of suggested activities and 
vocabulary. Order ID 003 



BUSINESS BBCOSOS - PETW CASH. Santa Clara Unified 
School District » Suchser High School » Santa Clara; 
Bob McCinness, 1975. 34 pages. 

Uamittg activity package for students eonpleting the 
office core. Covers a variety of simple business 
records. Used vtth General Recordkeeolng . 6th Edition, 
by Huffman, McGraw-Hill Book Co. Order ID 003 276.3. 



ZOi - Soellini^ ! 

WORD DISCRIMIHATION OP SOUND-ALIKE WORDS. Odell 
Kirchner, 1971. 16 pages. 

The student takes a pretest on sound-alike words; deter< 
mines his ability to distinguisA between sound-alike 
words; does further study in the LAP it necessary: nnd 
tlien takes a posttest. Order ID 003 106.4 . 
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206 - Tvplna ; 

TYPING I. Santa Clara Unified School District, 
Buchser High School, Santa Clara; Robert McGlnnesa, 
1972. 10 pages. 

Goals, objectives, and skill tasks are outlined for a 
one -year course in typing. The cq|urse is. geared to 
initiate preparation for a certi^cated occupation pro- 
gram. The evaluation and testing standards are based 
on the typical student and ag^-A^ manual typewriters 
of this school. Considerable detail in presenting the 
skill tasks is necessary to standardise procedure, 
especially for inexperienced teachers or teachers new 
to ihe department. « Order ID 003 1?3^2 . 
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206 - Typinj fi (continued) 



TYPEWRITING MEMORY SPHERES. Roth Low, 1971. 10 pages. 

This student activity package is designed to instruct 
the student on creating a memory sphere on a typewriter 
with Elite type. Various rules and principles of type- 
writing fundamentals are typed. Creating such a sphere 
and having it available for reference is to help thia 
student understand various typewriting fundamentals. 
Order ID 003 123.?. 



PREPARIIC A ONE-COLOR STENCIL. Gilbert High School; 
Dicus, 1971. "5 pag^s. 

Forty steps are presented in thia student lAP to take 
the student from the very beginning to the cofspleted 
process of preparing a one -color stencil to the point 
where it may be run off on the mimeograph machine. 
Order ID 003^123.8 . 





























































1 














> 








CI 

3 

W 


> 






• 

o 






0» 




equl 


CO 










> 


CO 








a» 


a 






01 








0^ 




Ob 


09 










44 




u 
















CD 


§ 




c 


M 


o< 






09 






01 


3 




Of 


O 






u 




H 


PC 


D- 


1 




-H 








0» 






0» 




u 


f-4 






CO 














/> 






CXI 




ttk 
w 




















0 




> 




H 










flu 


ai 


H 






A 


B 


c 


D 


E 


F 


G 


H 


I 





















t5 



c 


' 


"Hi 




R 


I 


J? 













DO YOU KNOW HOW TO PROPERLY ADDRESS AN ENVELOPE? 
Kiraberly Ann States, 1972. 33 pages. 

The purpose f this learning activity package is to 
instruct the student in the oaost current and up-*to-* 
date method of addressing an envelope. Two** letter 
state abbreviations and Zip Codes are used in the 
material Order ID 003 238 > 
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TYPING FOOTNOTES. San Diego Unified School District, 
Midway Adult School, San Diego; Leona Pluoaner, 1972. 
17 pages. 

This learning activity package is correlated with 
20th Century Typewriting . Ninth Edition , South > 
Wester- Publishing Cotapany. The package expands on 
the use and purpose of a footnote; a script is 
included in the package, and it nay be used for 
taping. A copy for an overhead transparency is also 
included witl^the package. Order ID 003 238.2 . 
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smPLF BEGINNING HANUSCRIFT. San Marino High School, 
San Marino; Janet Rutz, 1972. 12 pages. 

This learning activity package is to be presented 
early. in the course of a personal typewriting class. 
It is/assunied that the student has had no previous 
experience in the typing of reports and nanuscripts* 
The naterlal in this package cmitalns no footnotes, 
title page, or bibliography (hence the term "simple") 
Order ID 003 238.4. 
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206 « Tvplnf ^ (continued) 



TYPING REVIEW. Yosemite High School, Merced; George U 
CalUher, 1972. 59 pages. 

This learning activity package assumes the student hae 
had some instruction in all of these areas: correctiag 
errors, rough drafts, business letters, p.«r8onal busi- 
ness letters, addressing envelopes and postal cards, 
tabulated tables, outlines, reports, statement of account 
and invoices. The review in each section could be used 
as a first -time learning experience because of the manner 
in which it is presented. Each section contains a pretest 
required learning activities, and a posttest. No keys 
included. Order ID 003 238. S. 
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SPEED AND ACCURACY TYPING LAP. Ceres High School. 
Ceres; Ruth Bunding, l972. 25 pages. 

In this learning activity package, the learner may work 
on improveoent In his accuracy and speed skills. Spe- 
cial directions and practice naterlal are provided for 
such techniques as proper typing position, correct 
stroking and fingering, reading response, continuity 
and rhythm, use of operative parts, and spelling iiaprove' 
taent. Order ID 003 238.6. 
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BUSINESS LETTERS. Los Angeles City Unified School 
District, El Sereno Junior High School; Esther Key, 
1972. 34 pages. 

The purpose of this learning activity package is to 
provide (oaterial for the student to learn to type a 
mailable letter and envelope. The material Is corre- 
lated with Personal Tvoinfi. 2nd Edition, by Vanoua 
and Baggblade. Also Included with the package Is 
material for transparencies which the learner may use 
at various points. Order ID 003 238.7. 



TABULATIONS. Lawndale High School, Lawndale; Pwula J. 
Gordon, 1972. 20 pages. 

In this learning activity package, the learner can !#ork 
independently on material to set up columnar tables 
which are centered correctly horizontally and which 
have headings over t^he columns. Posttest is Included 
with answer key. Order ID 003 238.8. 
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TYPIHG TH£ ALPHABBT. Lincoln High School, Stockton, and 
^akdale High School, Oakdale; Mona C. Smith and Al Fahey» 
pages. 

" This learning activity package is designed to allow for 
individual student progress in learning the alphabetic 
key on the typewriter. It is correlated with Century 21 
Typewriting by South-Western Publishing Company. Its use 
would be beneficial to the late enrollee, the disadvan- 
taged student, or the student who has had sooie typewriting 
instruction and wishes to "start over." Order 
ID 003 238.11 . 
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TYPING IHDEX CARDS, CARBON PACkS, ENVELOPES » FOLDING 
LETTERS, AND TYPING POST CARDS. Lodi Unified School 
District, Lodi High School, Lodi; Gladys tfatson, 1972. 
21 pages. 

« 

This learning activity package may be used by the stu- 
dent independently from a textbook. It is designed to 
assist the student in developing skill in typing enve- 
lopes, post cards, index cards » barbon copies, and in 
folding letters. It contains complete instructions, 
exercises, and a posttest. Order ID 003 238.12. 
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ADVANCED TABULATION (TXPING). Uughson High School, 
Hughson; Hal Bernstrom, 1972. 16 pages. 

Before artemptlng this learning activity package, the 
learner must have had an introduction to tabulation. 
The package is correlated with Century 21 Typewriting 
published by South-tfestem Publishing Company. It 
also includes typing material for a tabulated report 
from unarranged and rough draft copy. Order 
ID 003 238.14. 
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PROOFREADING - TYPED DOCUMENTS. Source Unknown. 
6 [>ages. 

A teacher resource unit that includes general and 
measurable objectives, suggested instructional mate- 
rials, and student activities for teaching proof- 
reading skills. Order ID 003 
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BUSINESS LETTERS. Lt I liana Malberg. 6 pages. 

An instructional imlc for teaching various lengths 
and styles ot business letters. Includes a Libliog- 
raphv and suggested student activities. Order 
ID \)03 25b. lb. 



MIMEOGRAPH DUPLICATOR - TYPING THE STENCIL. Source^ 
Unknown. 1974. o pages. 

A student LAP describing a stencil and giving dlret- 
tiona to prepare the typewriter, type a stencil^ and 
make corrections. Activities require the use of two 
textbooks. GreKit Vocat ional Typing IQl and Duplicating 
Machine Processes . Order ID 003 256.62. 



Source 



FLUID DUPLICATOR - TYPING A FLUID MAStERSfcT. 
Unknown. 1474. b pages. 

A student LAP describing a masterset and giving 
directions to prepare the typewriter, type a niaster- 
set, and make corrections. Activities require ^^• 
use ot the Pup 11 eatin g Machine Processea textboJk. 
Order ID 003 256. b3. ^ 



Anita Anderson, 1970. 



PROOFREAD!'^ IMPR(TVEMENT. 
9 pages. 

A teacher re ;otirce unit witli rifethods and procedures 
for teaching prootreading. A bibliography of text- 
books and painhlets is Included, a long with suggested 
student activ ' s for learning the fundamentals of 
proo treading. der ID 003 258.2. 
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PRODUCING A MAILABLE LETTER. Monache High School 
Portervllle: Kim Corbln, 1971. 14 pages. 

By working through this programmed LAP. the student 
identifies qualities that make a letter mailable, and 
follows directions for activities to produce mailable 
copy. Keys to activities are not Included. Order 
ID 003 258.8. 
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206 - Typing (continued) 



CORRECTING TYPING ERRORS. Midwe'^t High School; Nancy « 
Ingnim, 1972. U pages. 

SCudent learns to correct typing errors using type* 
writer eraser » R6-rec-type» liquid paper, dnd an 
envelope window. Include* measurable objectives and 
learning activities. Order XD 003 258.1^ . 
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SCRIPT ♦ TYPING LETTERS. Sequoia Union High School 
District, Ravenswood High School, East Palo Alto; 
1973. 5 pages. 

A tfcript for a unit of instruction to help the stu- 
dent learn the foraat used for letters at Standard 
Oil Company ot California. Concentrates on format 
used and gives tips to the stenographer or typist In 
the areas of spelling, graioDiar, and punctuation. 
Script is written to go along with 24 slides. 
Order ID 003 258.28 . 
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IBM SELECTRTC TYPEWRITER. Harry Ells High School; 
Mary L. Coffvy, 1973. 4 pages. 

A script for a slide/tape presentation demonstrating 
the different parts of the typewriter that will help 
the student in typing stencils and carbon copies. 
Narrative is written for 30 slides. Order 
ID 003 258.29 . 
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STENCILS. ABC Unified School District , ABC Adult 
School Office Occupations Center, Hawaiian Gardens; 
June Boardaan, 1973. 17 pages. 

A stuient LAP on stencils. Activities Include how 
CO asiiemble a stencil pack; how to align the stencil 
in the typewriter; how to use the stencil guide mark- 
ings for copy placement; and how to type, splice, and make 
corrections. Pretest, posttest, and measurable objec- 
tives are included. Keys to tests are' not included. 
Order ID 003 258.33 . 
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206' - Typing (continued) 

SPlI^ KASTERSBT. ABC Unified School District, ABC 
Adult School 0£flce Occupations Center » Hawaiian 
Gardens; June Boardman, 1973. 17 pages. 

A student UP on how to type» trace, shade, letter and 
make corrections or a spirit or fluid masterset. Pre- 
test, posttest, r uJ aeasurable objectives are included. 
Keys to tests ar^ ot Included. Order ID 003 258.34 . 

OUTLINES AMD MANUSCRIPTS - UP 2. San Mateo Union High 
School District, Aragon High School, San Mateo- 
^ Marilyn Lee. 24 pages. 

A student learning package on typing outlines and 
manuscripts. The student will learn the proper 
arrangement^ use and identification of proofreader's 
marks; rules concerning margins, spacing, and head- 
ings; and type from unarranged copy. Measurable 
objectives, and self-test are Included. Package Is 
^written to correlate with textbook, Gregg Tvo ine. 
191 Series. Order ID 003 258.41 . " 
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REVIEW . UP 4. San Mateo ajnlon High School Dlstrltt; 
Donald E. Tlngley. 21 pages. 

Self-contained UP f4 of Phased Typing Program where' 
the student reviews typing letters, envelopes, tables, 
outlines, and manuscripts In ten different activities. 
General objectives are stated. Order ID 003 258^42 . 

HOW TO TTPE DIRECT PROCESS MASTERS. Schurr High 
School, Itontebello; Msry R. Pisher, 1971. 16 pages. 

Directions for typing and making corrections on a 
master are included In this learning activity pack- 
age. The self-directed activity also includes pre- 
test and posttest materials; keys are not Included. 
Order ID 003 258.51 . 
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ADDRESSING ENVELOPES. Poothill High School, Santa 
Ana; Angela Setter lee. 21 pages. 

This self -contained UP is designed to teach the stu- 
dent how to type addresses on envelopes according to 
the refcoomeadations of the United States Postal Ser- 
vice. Posttest is included. Rey is not Included. 
Order ID QQ3 ? >A,S4 
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206 * Typiag (continued) 



SUCCESSFUL LSTTE&S. 
NiehoUs Munoc, >Jr. 



King City High School » Ring City; 
15 pages. 



A student LAP correlated with 20th Century Typing > 
Ninth Edition, South-Western Publishing Coflq>any. 
Designed to develop ability to type letters fron 
unarranged copy and tu prooCread^the typed naterial 
with acceptable standards. Keys not included. 
Order ID 003 258. SS . 
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TYPEWRITIIiG - COUKECTIMG WITH CHALK-<KUTED PAPER. 
San Sanon Unified School District, Monte Vista High 
School and San Raiaon High School; 1973. 4 ^ges. 

Students laake corrections using chalk-coated paper. 
Disadvantages are explained. Test VI is nentioned, 
but is not included. Order ID 003 258.82 . 
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TYPEWRITING. U Canada Unified School District, 
La Canada High School; 3uzc Burner, 1973. 55 pages. 

Course of study outlines for Typewriting I AB and 
2 AB. Materials are correlated with Century 21 
Typewriting , complete course, by Lessenberry, South- 
«i Western Publishing Company. Ordf^r ID 003 258.84 . 



TYPEWRITING - REVIEW CBITB&ING. San Ranon High Schooi., 
Danville: 1974. 6 pages. 

Students review horizontal and vertical centering. No 
pre- or postt«st. Order ID 003 258.88 . 



TYPEWRITING. Santa Clara Unified School District, 
Buchaer High School, Santa Clara; Robert McCinness, 
1975. 11 pages. ^ 

A- student guide for a one -year course in typewriting 
using the text, Gregg Tvnina 300 . Otjder ID 003 276.2. 
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TYriMC A MEMO AND ATTAClOlEIiTS FOR MAILING. Tgnaclo 
Valley High School^ Concord; 1974 • 23 pagate 

A 33'-mlttute typing job includes use of fseoto^ bill of 
lading » envelopes^ and carbon paper. Other shorter and 
longer jobs are given referring to South HIestem 20th 
Century text* Performance objectives vith tiiae and 
efficiency are stated for use of index cards » postal 
cards » Invoices, and envelopes* Order ID 003 276 >7 > 
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206 - TvDtn^ (concinjed) 



TYPEWRITING » JOB PREPARATION ACTIVITIES. Buchser High 
School, Santa Ciara. 9 pages. 

A learning activity package designed to introduce the 
student to Buchser High School's individual izejrfethod 
of learning to t^yp** and the State Progran Guide (cooaon 
core. ^6 competencies). The goals of the program, 
teaching/ learning methods, and' grading/credit policies 
are included. No pretest or posttest necessary. 
Order ID 003 276.9. 













^> 


















09 
































: 




m 
w 






qui 


5 


1^ 




c\ 
w 






Ml 


















« . 
M 


! V 






a 






























w 














CP 


cr 






U 






03 




iS 










Q 




14 




H 


OS 


CP 


1 


X 






9 


















<D 




A.i 










JO 


Aa 




w 


od 


















O 




> 






m 








eu 




< 




A 


B 


c 


D 


E 


F 


G 


H 


I 






X 


X 













207 - Workintt with People : 



CAN I GET 1 .lOB? Source Unkno«#n. 21 pages. 

Included are lists of questions frequently asked by 
prospective employers at Job interviews., a sample 
personal data sheet, and a list of negative factors 
which frequently lead to rejection of the Job appli- 
cant. Order ID 003 265.8 . 



DRESSING P tOPERLY FOR A PERSONAL INTERVIEW. 
San Francisco Unified School District, Woodrow 
Wilson High, School, San Francisco; Aline N. Bailey. 
1973. 4 pages. 

A script for a slide/ tape presentation on how to 
dress for a personal interview. Includes tips on 
hair, dress, hands, face and posture. Narrative is 
written for 29 slides (not included). Order 
ID 003 265. IS . ^ 
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WORKING WITH PEOPLE. Buchser High School. Santa 
Clara; 1974. 28 pages. 

AStudent learning package designed for CBEFG, Office 
Core Competency 207. The student is given a Business 
Behavior Guide and information to identify his 
strengths and weaknesses and those of other class- 
mates. Models of employee rating forms guide the 
student in developing a 20-point form that could be 
uaed in school. Problem situations involving 
employer /employee, employee /employee, and employee/ 
public are also given for solution. Suggested solu- 
tions to these eleven problem situations are included. 
Order ID 003 276.5 . 
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208 - Written Coaaamnlcatlon ; 



PREPARING ORIGINAL CORRESPONDENCE. Delta High 
School; Roberta Uover» 1970. 8 pages. 

A teacher resource unit presented vith general objec- 
tives • A pretest and a postteat are both included vith 
the unit. A bibliography of instructional auiterials 
suggests assignments for the unit. The aia is to pro- 
vide a learning unit for the student so he can create 
correspondence in response to specific situations. 
0^<J^«^ ID 003 123 e 
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CLERICAL AND CIVIL SERVICE TRAINING - SECTION. 1-5. 
Laasen High School; Rita Reimedy. 12 pages. 

A student learning package on Civil Service and 
Clerical Training Preparation designed for a semester' 
length course divided into five sections. Instruc- 
tional material to be used io conjunction with Inten - 
sive Clerical and Civil Service Training . Fourth 
Edition, by Robert Fisher, South-tfestem Publishing 
Cotnpany, 1968. Measurable objectives are given. 
Order ID 003 256.30 . 



F 


B 


C 


0 1 s 


p 


6 


H 


I 








X 1 











WRITTEN COMMUNICATIONS. 
Clara; 1973. 2& pages. 



Buchser High School, Santa 



A student guide to three textbooks: TypinR Mal^ble 
Letters . Punctuation Prills and Exercises . BnKltsh 
Usage Drills and Exercises . Pretest and posttest art; 
included without the keys. Order ID 003 276.1 . 

f 

F(JNCniATI(»I REVIEW. Los Angeles City Unified School 
District. 14 pages. 

Student activities to review end punctuation and 
cotaaa usage. Contains rules and practice exercises. 
Keys are included. Ordier ID 003 276.6 . 



A 


B 


C 


D 






6 










X 


X 






X 







HflBlllillBnil 


1 r ixi 


I rmn 



63 



-55- 



I 



DESCRIPTORS 



300 General Office Clerk 



301 - Adding Machine : 

SHORT-CUT MULTtPUCATIOM ON TEN -KEY. Kem High School 
District, bakersfleld High School, Bakersfield; Roy E. 
Fussel. 8 pages. 

A unit of Instruction on short -cut oaultipllcation on 
the ten-key adding listing tnachine. Measurable objec- 
tives. Instructional matterlals, and caultiniedia that can 
be used along with suggested student activities and 
different evaluating techniques are provided for the 
teacher. Order ID 003 256.2 . 
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COMPUTATION OF CHAIN DISCOUNTS ON TEN -KEY ADDIIW 
MACHINES. Bel If lower High School; Juanita Harper. 
8 pages. 

A student learning activity package on computing 
chain discounts of three ofierations on the Ten-Key 
Adding Machine. Tests and answers included. 
Order ID 003 256.1 7. 
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ADVANCED ADDING AND CALCULATING MACHINES. Visalia 
Unified School District. Visalia. 16 pages. 

A student learning guide for use in conjunction with 
the text. Office Machines Course > Cornelia, Pasewark, 
Agnew, Soutb-Western Publishing Conpany. Includes 
general instructions and a brief statement of activi- 
ties and performance objectives. Order ID 003 256.21 . 
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TEN -KEY ADD -LISTING MACHINE. ABC Unified School 
District, ABC Adult School, Hawaiian Gardens; Jack 
Wagon. 1972. 23 pages. 

A leamlngr activity package Including objectives » 
Instructions, problem auiter la 1, and tests. A chart 
for the use of reciprocals is supplied. For use in 
secondary and adult training. Practice in touch 
addition and other machine functions. Keys not 
included. Order ID 003 256.22. 
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301 " Addiny Machine (continued) 

TEN-KEY lAP - 30L CGHFETENCY. ABC Unified School Dis- 
trict, Cerritos High School. Cerritos; Mary Katharine 
Boston, I97j>. 19 pages. 

This LAP is designed to follow the lAP, TEN-KE? - 101 
COHTCTENCY. It Jildes the student through the re^uire- 
cneats for General Office Clerk Adding Hachine Conpttency 
301. The assignnents are taken frooi Ten -Key Adding 
LlstlnR Machine Course . Fourth Edition » Pasewark and 
Cornelia by South-Western Publishing Coapany. A test 
to verify the competency is Included. 

The LAP Is developed to enable the student to work at 
his own pace. Only work that la. necessary for the 301 
competency is Included to enable the student to meet 
his goal as quickly. as possible. Order ID 003 282. 
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lO-KEY ADDING MACRIRES* Huntington Beach Union High 
School District. Fountain Valley High School; Denis 
Gitschler and Bob Crenshaw » 1974. ^5 pages. 

A LAP providing practice In addition , subtraction, and 
multiplication of whole numbers and decimals using a 
Friden 211 or 213 ten**key adding machine. Touch method 
Is mentioned but not stressed. Speed is not stressed. 
Answers to problems are part of package. Pretest and 
posttest are Included (test keys are not available). 
Measurable objective stated. Order ID 003 282.2. 
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TEN-KEY. Ygnacio Valley High School, Concord; 1974. 
32 pages. 

Activities in this learning package include how to 
operate the adding machine » how to use subtotals and 
decimals^ and how to perfect the touch system. No 
posttest. Order ID 003 282.3 . 
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302 - _Fi_Uny and Retrievlna ; 



NUMERICAL PILING. Jan Mensendlck. 7 pages. 

A skill unit that includes general objectives, sag-* 
gested Instructional materials and student activi* 
ties for teaching numerical filing and its basic 
functions. Order ID 003 256>ll. 
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02 • FlUnR and Retrieving (continued) 



ADVANCED FIUNC. ^ Vleal/a^Uni fied School District, 
20 pages. 

A student learning pacld^ge on alphabetic, numeric, 
geographic, and subject filing. Includes preparation 
of^ cross-reference slips. Measur£tble objectives are 
stated. The unit Is written to correlate witla^ Business 
Piling and Records Control .- Third Edition, Bassett» 
Agnew and Coodtnan.and Fjl^nR Office Practice . Business 
Filing and Records Control Practice Set . Third Edition. 
Order ID 003 256. IQ . 
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Vlsalia Unified School District, 



M^HABETIC FILING*. 
10 pages. 

A student learning package on alphaoetic filing. 
Includes filing nccKs of individuals » business, and 
govetoraent names. Measurable objectives are stated. 
The unit iS/ written to correlate with Alphabetic 
Indexing , third edition, Mearl R. Guthrie* South- 
western Publishing Company. Order ID 003 256.23. 



HBBBIigBBB 



ALPHABETIC CORRESPONDEKCE FILING - SECTION II, Lassen 
High School, SusanvlUe; Rita Kennedy. 17 pages. 

A student learning package on the application of basic 
alphabetic filing rules to correspondence filing. 
Written for use with Business Filing and Records 
Control . Third Edition by Ernest C. Bassett. Peter 
L. Agnew, and David G. Goodoan, South -Western Pub- 
lishing Conpany. Measurable objectives, tests, and 
answers are Included. Order ID 003 256.27 . 
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GEOGRAPHIC, NUMERIC, AMD SUBJECT FILING.- SECTION III 
Lassen High School, SusanvlUe; Rita Kennedy. 22 
pages. <■ 

A student learning package integrating the basic 
^filing rules previously learned into special rules 
governing geographic, nuneric, and subject filing. 
Written for use with Business Filing and Records 
Control , Third Edition, by Bassett, Agnew and Good- 
man, South -Western Publishing Conpany. Measurable 
objectives and final filing test are included. Keys 
are not included. Order ID 003 256.28. 
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302 FlUnR and Ratrlevlng (coDtioued) 



ALPHABETIC FILING. Sequoia Union High School District, 
Ravenswood High School » East Palo Alto; 1973* 28 pages. 

Assignment sheets on Alphabetic Filing that correlate 
with textbook, Profctessive Filing , Seventh Edition, 
Kahn» Yerian^ Stewart. Pretest and achievement tests 
ate included. Order ID 003 256>54 ^ 
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303 ^ Mail (IncoqainR and OutROinR) : 

NAIL AND SHIPPING. San Diego City Schools, Memorial 
Jr* High School^ San Diego; Lucille R. Young. 31 pages. 

A self-contained student lAP on postal services and 
methods oC shipping with related exercises. Also 
included are definitions of shipping terms and answer 
s^tets- Order ID 003 256.57 . 
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CLERIC TYPIST-MAIL (I of 8_M0DS). Los Angeles City 
Unified School District. 9 pages* 

Student study guide to accomfMny Modern Clerical 
Practice, 3rd Edition, by Friedman and Grossman. 
Includes conpetency test and key for Incoodng and 
outgoing Boail. Order ID 003 282.1 . 
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304 * References. Manuals. Directories. Catalogs : 




REPFJtENCE WVNUAL FOR OFFICE tfOBKERS. Source Unknown. 
1974-^^ pages. 

This student LAP on using an office reference manual 
includes instructions and four activities. Reference 
Manual for Office Workers . South-Western Publishing 
Conpany, Is required to complete the activities. Keys 
to LAP are not included. Order ID 003 256.68 . 



THESAURUS. Source Unknown 1974. 5 pages. 

A LAP to give Infomation and practice in the use of 
a thesaurus, includes stated objective, introduction, 
and three practice asslgniBeats. Order ID 003 257.4 . 
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2Qtt ' References. Manuals. Directorlea .' 
Catalogs (cottttnued) 

TIMETABLES. Source Unknown. 1974. 14 pages. 

A LAP to provide Inforaatlou and practice in reading 
public transportation tisaetables. Includes intro- 
duction » sanple tisaetables » and three learning activity 
assignsients . Order ID 003 257. S . 



HOTEL GUIDEBOOKS. Source Unknown. 1974. 3 pages. 
A student LAP with objective, introduction, instruc- 
tions, and four activity assigmsenta requiring the 
use of the Hotel and Motel Guidebooks or Red Book . 
ID 003 257.6 . 
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305 - Simple' Business Records : 

CLERICAL PRACTICE. Santa Clara Unified School Dis- 
trict, Buchscr High School, Santa Clara; Robert 
McGinness, 1972. 6 pages. 

Goals, objectives, and skill tasks are outlined for 
a one-year certificated occupation course to train 
Clerk Typists and Office Clerks. The evaluation and 
testing standards are the results of the oine year's 
experience in a pilot program. Order ID 003 121.12. 



HBflllfllSHII 



xi M I I I f r 1 



306 - Telephone : 

HOW TO OPERATE THE 355 CORD SWITCHBOARD. Tuba City 
High School; 1971. 22 pages. 

Operation of the 355 Cord Switchboard presented by 
the Office Education Laboratory of Yuba City High 
School. A coerplete description of the board with 
illustrations. Order ID 003 256 . . 



PBX SKILL UNIT - 555 BOaiU). Modesto City Schools, 
Modesto High School; Odessa Ganble and Lucille 
Pester. 1969. 10 pages. 

A skill unit that .includes a pretest, objectives, 
resources, and blbllogriaphy for the teacher, and 
suggested student activities in teaching the PBX. 
Key Is not Included. Order ID 003 256.7 . 
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30^ /* Telephone (coatloued) 

TELEPHONE: TAKIIiG INCOMING CALLS. San Francisco 
Unified School District; 1969* 10 paget^ 

A skill unit that outlines personal qualities desired 
in taking Incooiing calls » entry^level jobs Identified 
with use of the telephone » instructional oMterial for 
studenc and/or instructor » and techniques to be used 
for evaluation. General and measurable objectives are 
8tated»«nd suggestions on how to use the unit are pro<* 
vlded. Order ID 003 256.8 . >^ 
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MATERIAL FOR USDiG THE TELEPHONE. Helen R. H ggins, 
I9t>9. 8 pages. 

A skill unit on supplementary Goaterials andi class 
activities on how to use the telephone In different 
office situations. Measurable objectives are 
Included. Order ID 003 256.9. 
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400 Clerk-Typist 



401 - Spellin g: 



PROOFREADING STODESTT PACKET • 
pages* 



Source Unknown* 17 



This illustrated learning activity package includes 
Information and exercises on proofreading words and 
numbers. It recoosnends the use of the EDL Skill 
Builder and has a pretesc and a poatteat* Keys are 
t available • Order ID 003 265.48 . 
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TYPING ^1 CORRECTING IMAGE MASTER. Mildred S. Hill, 
1970. 22 pages. 

An instructor's guide for typing and correcting a 
direct iiaage naater (offset) and a student LAP are 
presented in this tnaterial. Both a pretest and a 
posttest are provided for the student along with 
specific Teaming objectives that should.be mastered 
by the student when completing the unit. Explicit 
work assignments for typing an offset oaster are 
gi\^a for the student to follow* No answers are 
enclosed. Order ID 003 123.1 . 
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402 - TvotnB (continued) 



CORE TYPING OF OUTLINES, REPORTS, AMD SIMPLE 
MANUSCRIPTS. Mt. View High School; Slavich. Stewart 
Vidal. 14 pages. 

Contained in this learning activity package is a self- 
checking test and the instructional procedures for 
tyriing a simple saauscript and an outline. It is 
especially designed for a student who is working on 
individual progress. Order ID 003 123.6. 
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CARBON PAPER. Mt. View High School; Slavlch, Steuart 
Vidal. 10 pages. * 

This student LAP is written in both English and Spanish, 
It is designed for instruction on how to place carbon 
paper into paper packs, to oake corrections, and to 
apply the use of typing with carbon sheets. A self- 
checking test is included. Order ID 003 123.9 . 

IBM MAGNETIC TAPE SELECTRIC TYPEWRITER - PREPARING FORM 
LETTERS. Pasadena City College; Donald Busche, 1972. 
53 pages. 

This learning activity package provides material^ fir 
learning how to record and play back form letters on 
Che KI/ST by using two tapes, the au(o search code but- 
ton, and the switch code button. The package contains 
an abundance of practice materials which the learner 
is able to use independently. Order ID 003 238.9 . 

TYPING SIMPLE TABULATED COLUMNAR (TABLE) FORM. 
Manteca High School, Manteca; Carl Lutz, 1972. 14 
pages . 

This learning activity package la designed ior the 
student who bjs not yet been introduced to coluianar 
tabulation. Included in the package are a pretest, 
required activ ♦^ies which may be done Independently 
from a textbook, a posttest, and a section for the 
student to "recycle" if he had problems on any of the 
sections. Order ID 003 238.15. 
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402 ' TypinR (continued) 

BUSINESS LETTERS W^TK TABULATIONS » East Unioa High 
School, Manteca; Duane Papousek^ 1972 • 10 pages. 

By working with this learning activity package » the 
student will be able to type correctly a letter with a 
tabiiKatlojti from an unarranged draft. A number of 
good activities are included in the package which cnay 
be used by the student independently from a type- 
wr4.Llng textbook. Order ID 003 238>16. 













/-> 
























•o 


















a> 


















»^ 


w 

5 


> 




Obi. 






0» 








Si 






> 


CO 






a: 








V 




w 




Q» 










•—4 








i4 






u 








CO 






c 


U 


Of 






«^ 




01 




Of 


Al 
w 








CO 


















01 








a 
















PC 




■s 






CO 


0> 


00 


K 




:^ 












o 


Q> 


> 




H 






£ 






H 


< 




A 


B 


c 


D 


E 


F 


G 


H 


I 






X 


X 




X 









HORIZONTAL AND VERTICAL CENTERING • Manteca High 
School, Manteca; Judy Papousek^ 1972. 13 pages. 

This learning activity package is designed to be 
used with the student who has rot yet been intrO"* 
duced to horizontal and vertical centering. A pre^ 
test, learning activities, and a posttest are 
included. No answer sheets. Order ID 003 238.17 . 
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TYPING NUMBERS AND SYMBOL KEYS. Patterson High 
SqJiooU Modesto; H. E, GrahaoOp 1972. 10 pagea. 

This learning activity package is correlated with 
Ci^nturY 21 Typewriting by South-Western Publishing 
Company. The purpose is to help the learner type 
short sentences containing numbers as well as 
statistical oaterial containing nuiDbers» words » and 
symbols. Order ID 003 238>18. 
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PHASED TYPING PROGRAM * TABULATION LAP B. San Mateo 
Union High Schbol District, San Mateo; Do^iald E. 
Tingley. 16 pages. / 

The purpose of this student learning activity packet 
is to help the student learn to identify open and 
ruled tables and to type them acceptably. The mate-* 
rial is correlated with Grejgy Typini^i 191 Series > 
Se 1 f -checking devices are included in the 
Order ID 003 238.19 . 
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TYPING AMD CORRECmNG A STENCIL. Carol Ann Staggs, 
1971. 11 pages. | 

The purpose of chls studenc learning activity packet 
is to direct and Instruct the student in typing » 
correcting, and proofreading the copy of a stencil. 
These tasks are accomplished through typing a report 
which is included in the packet. Order ID 003 7.38.21 
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402 - TvDinfi (continued) 

INTERMEDIATE TYPl?tG, FORM LETTERS. AiMhelo Union High 
School District; Karen Shaw. 9 pages. 

The material in this package is correlated with 20th 
Century Typewrtttng. Ninth Edition. Procedures f57~ 
typing fonu letters, criteria for mailabillty and self- 
checking devices are provided for the student in this 
LAP. Order ID 003 238.22. 
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Robert J, Forsberg. 



THE IBM EXECUTIVE TYPEWRITER. 
19 pages. 

By completing the tasks assigned in this learning 
activity package, the student will be able to learn 
the operative parts on an IBM Executive typewrite^ 
and also be able to set laargins, center horizontally 
and vertically, correct errors, tabulate, and justify 
on the inachlne. ,Order ID^-eOS 238.23. 
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MODIFIED BUxac STYLE LETTER, MIXED PUNCTUATION. North 
Salinar High School, Salinas; Natalino G. Cacclotti 
1971. 19 pages. 

The student will learn to type business letters in 
modified block style with mixed punctuation in this 
learning activity package. Proof of achievesent is 
based upon speed, accuracy, and proofreading of the 
letters typed. Self -evaluation checks are included 
in the unit for the students to use in checking their 
progress. Textbook required: 20th Century TVoe " 
Hllttin&» let Year Course, Ninth Edition, by Lessen- 
berry, Crawford and Erlckson. South-Vestem Publishing 
Company. 1967. Order ID 003 238.24 . 



A 


B 


C 


D 


E 


F 


6 


H 


1, 

I 






X 


X 


A, 











BUSINESS LETTERS - ELEC^IC TYPEWRITER . Benito 
Jt. Union High School. Hollister; Eddie Poole. 32 
pages. 

This learning activity package is designed for the 
student who has ability on t:he electric typewriter 
and who has completed the basics of typewriting. 
The student is to develop proficiency in typing* 
different letter styles. Models of various letter 
styles are provided in this unit along'with daterial 
to be typed by the student. Order ID 003 238.25. 
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402 ■ Tvpinr (continued) 



TO TYPE A FORM LETTER ON THE KT/ST (Magnetic Tape - 
Selectric Typewriter). La Puente Adult Vocational 
Center. City of Industry; Jane Yourdan. 8 pages. 

A student learning package, on the steps to follow in 
setting up the KT/ST to type a form letter and insert 
personalized infomatian. Equipoeat required: IBM Mag 
Tape Selectric Typewriter; audiovisual aids required: 
IBM 16 am sound film (14 minutes) free; and IBM Mag 
Tape Selectric Typewriter Training Manuals, 1 and 2. 
Order IP 003 238.26. 
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TYPING A STEHCIL. Contra Costa Girls' Center, 
Martinez; Gloria J, Duncan. 4 pages. 

A script for a slide/tape presentation on how to type 
stencils to produce legible, uniform copies. Script 
Is written for 31 slides. Order ID 003 256.40 . 



GOVERNMENT OFFICE. Source Unknown. 1974. 21 pages. 

A student LAP containing objectives, and nine typing 
activities covering typing duties in a .government 
otfice. Activity directions and problem materials 
are included. Order ID 003 256.65. 



EXECUTIVE OFFICE. Source Unknown. 1974. 11 pages. 

A student LAP containing introduction, objective, and 
eight typing activities covering typing duties in an 
executive office. Activity directions and problem 
materials are included. Order ID 003 256.66 . 
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GENERAL/ADMINISTRATIVE OFFICE. Source Unkno%m. 
1974. 11 pages. 

A student becomes acquainted with typing jobs encoun- 
tered In the general or administrative office by typ- 
ing eight activities. Activity directions and problsan 
materials are Included. Order ID 003 256.74. j^ 

f 

TABULATIO. - LAP 3. San Mateo Union High School Dis- 
trict; Donald E. Tingley. 32 pages. 

Students will be able to Identify the common parts of 
a I table, and typewrite in correctly arranged form a 
three or four column "open" table on completion of this 
learning activity package. Cocrdinated with CreRg Typ - 
InR. 191 Series . Included self -administered pretest 
(no key or standards for grading)'; cartoons, examples, 
illustrated directions: directions for back spacing and 
natheroatical methods for centering horizontally. 
Order ID 003 258.44 . # 3 
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402 - Tvpinp (continued) 

TABULATION - UP 3B. San Mat^o Union High School 
District; Donald E. Tingley. 16 pages. 

Students who are able to arrange and type "open" tables 
will learn to identify coosnon parts of both open and 
ruled tables and typewrite in correctly arranged form. 
Learning activity package correlates with Gre<tg Tvnina . 

Series . Includes self -administered pretest with 
standards (no key); cartoons, examples, illustrated 
directions; time objective for each activity: typinR 

""Jn^Lf^^"* business letters! 

Order ID 003 258. 4S. 
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LONG REPORT - lAP 6. San Mateo Union High School v 
District; Jonald E. Tingley. 17 pages. 

Students who can type unbound manuscripts with foot- 
notes^^leam to type a 12-page, leftbound Correspon- 
dence Manual in Gregg Tvpine, 191 Seri^a, No exemp- 
tion procedure (pretest) is to be used with this UP. 
Standards for speed and accuracy of production are 
given. Cartoons, examples, and illustrated direc- 
tions- augment text instructions. Order TP 003 258.46 . 

SO YOU WANT TO TYPE A LEFTBOUND MANUSCRIPT. Hueneme 
High School. Oxnard; Delores Rawlins. 22 pages. 
Students who are able to type unbound manuscripts with 
footnotes, and who can use proofreader's marks, learn 
to type from rough draft a leftbound manuscript. 
Includes pretest (no key) and motivational cartoons and 
student evaluations. Order ID 003 258.47 
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TYPING OUTLINES. Mission Bay High School; Jean 
Weirfshaar, 1970. 45 pages. 

Both a teacher resource unlf and a programmed student 
learning activity package on typing outlines. A pre- 

J^st. posttest, keys, and script ^r a tape on procedures ■ ■ ■ ■ ■ ■ ■ ■ ■ i 
tor typing outlines are includki. Order ID 003 258.S3 . Ix I X I ir I v Iv | v I | | j 

TYPEWRITING - AGENDA. MINUTES. AMD RESOLUTIONS. San 
R.i«on Unified School District, Monte Vista High School 
and Srtn Ramon High School; 1973. 12 pages. 

Students learn to type an agenda, minutes, and reso- 
lHrTr\ Gregg Tvnincr. IQI q...>, 

ID So3 258.83 " la not Included. Order 
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402 ^ Typing (continued) 



TYPEURITIMG ' FOOTNOTES. San Rasoon High School » 
Danville; 1974. 9 paged. 

Students learn to type footnotes using superior 
figures « Students make and use a ^Visual guide*** 
Correlates with Gregg Typing > 191 Series : Ho^ pretest 
or posttest. Order IP 003 258>8S > 
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TYPEWRITI^ICy FIVE PAGE HMfUSCRIFT. San Ramon High 
School, Danville; 1974. 5 pages* 

Students learn to type a five page caanuscript with 
footnotes* Correlates with Grejtg Typing, 191 Series * 
Mo pretest or posttest^ Order ID 003 258,86* 
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TYPEWRITING - OVtH TABLES, 
Danville; 1974. 12 pages. 



San Ramon High School, 



Students vho are able to center typed material hori* 
zontalW on varying sizes of paper learn to typewrite 
In correctly arranged form a three or four colinsn 
"open** table. Learning activity package correlates 
with Gregg Yvping. 191 Series . No pretest or 6osttest. 
Order ID 003 258.87 . n 
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THE TSCHNICAL OFFICE* Source Unknown* 1974* 22 pages < 

This LAP is inteuded to train for technical typing and 
related office skills* It includes an introduction » 
stated objectives » and infomditioii, on photo reproduc* 
tion* This is followed by eight learning aasignraents* 
No ansnera to problems* Order ID 003 258*89 * 
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TYPEWRITING - TABULATI(»( LAP - RULES TABLES. 
Ramon )ligh School » Danville: 1974. S pages. 



San 



Provides an exercise on the tabulation of ruled 
tables. Intended to accompany Gregg Typing. 191 
Series . No pretest ar posttett. Order ID 003 258 ..92 . 
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TABUIATION LAP - ROUGH COPY* 
Danville; 1974* 4 pages* 



San RasBton High School » 



Provides three activity assignments on tabulating frooi 
rough draft copy* Intended to accompany Creai^ Typlni| . 
191 Series * Includes stated perforssnce objectives and 
directions. Order ID 003 258*93 * 
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402 - Typing (continued) 



TABOtATIOM UP - TYPED RULED TABLES. San R«non High 
School, Danville; 1974. 7 pages. 

Designed to accoapany Greitg Tvoing. 191 Series . 
Includes four activity assignments vith problem aate* 
rial frooi perfect copy and rough draft. Order 
ID 003 258.94. 



MANUSCRIPT LAPS. San Raston High School, Danville: 
1972. 15 pages. * 

A series of five LAPs related to the preparation of 
typed manuscripts. These Include the paper line 
gauge, balance line, minor headings, unbound report 
style, and pivoting. The LAPs are designed to 
accoapany Gregg Typing - 191 Seriea . Order 
ID 003 2S8.95 > 
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CLERK TYPIST - TYPING REVIEW (I of 8 Nods). Los 
Angeles City Unified Sch<^l District. . 49 pages. 

A self-contained instructional unit Ijacluding a typ- 
ing competency test and key. Reviews centering^ 
tabulations, envelopes including zip, erasing, a^ 
carbon copies, cards, squeezing, and spreading, ^e 
text. Applied B usiness Typtn ^. Is used. Order 
IP 003 281.1 . 
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CLERK - TYPIST SDfUUTION. Richmond Unified School 
District. Harry Ells High School, Richmond; Agnes 
Gowen. 1970. 9 pages. 

This LAP includes materials to produce a duplicated 
copy of the sales analysis, to produce an interoffice 
memo, and to duplicate a table. No teacher's key. 
Order ID 003 281.2.^ 
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CLERK - TYPIST SIKULATION. Richmond Unified School 
District, Harry Ells High School. Richmond; Agnes 
Cowen; 1970. 3 pages. 

Activities in this LAP Include typing on file cards, 
preparing mailing lists, typing letters and enve- 
lopes, and typing an outline from a handwritten rough 
draft. No teacher's key. Order ID 003 281.3 . 
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402 - TypiPR (continued) 



CLERK TYPIST - PRACTICE SET (I OP 8 MODS). 
City Unified School District. 4 pages. 



Los Angeles 



Student study guide to acconpany Office Typing , text, 
and envelope of .%forking oaterisls by Reigner. Answer 
key Is not included. Order ID 003 281.4 . 
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CLERK -TYPIST SIKOLATION #4 CONFUTING & CALCULATING 
TABLES -CARBONS. Richaond Unified School District » 
Harry Ella High School, Richmond; Agnes Gowen; 1970. 
14 pages. 

This learning activity covers typing price lists and 
purchase ivdevs. Included are practice foms which 
show coiittissions of salesnen. Order ID 003 287 . 
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403 - Written Coaaounication t 

WRITTEN COMMUNICATIONS, TABLES, AND BAR GRAPH. Clarc- 
taont Unified School District, Clareawnt High School, 
Claretaont; 1972. 38 pages. 

A student LAP correlated with Secretarial Office 
Procedures . South^festem Publishing Conpany, 1972, 
and consisting of three sections: Part I— the eonpo- 
sitlon of ten different types of. business letters and 
typii\g theoB in mailable form; and Parts IX and III-- 
the completion of a table and a hskr graph. Order 
ID 003 263.2. 
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WRITING REPORTS & FORMS. Visalia Unified School 
District; 1972. 21 pages. 

A student LAP correlating with Effective English for 
Business text and Secretarial Office Procedures text; 
and consisting of three parts: Part I - composing and 
typing a letter; Part II<^»e-j;ables; and Part III - bar 
graph. Order ID 003 263.5 . 
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BUSINESS LETTERS. Visalia Unified School District; 
1972. 32 pages. 

A student LAP of ti^n business letter writing activi- 
ties correlated with a number of speciMc textbooks 
provides the student with a variety of/experiences in 
w^'iting different kinds of business letters. Order 
ID 003 263.8 . 
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AQ3 - Wr itten CowBBunlcatton (coatiaued) 



WRITTEN COMMUNICATIONS. ABC Unified School District, 
Office Occupations Center, Hawaiian Gardens; 1972. * 
19 pages. 

A student learning guide on composing and typing mail 
able business letters. The LAP includes objecti-^s. 
orientation, instructions, and correlated exerclsfcb 
Tjrpevrittng Style Manual. South-Weatem Publishing* 
Company. Order ID 003 263.11 . 
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HOW TO WRITE A RESUME— HOW TO PREPARE FOR THE JOB 
INTERVIEW. Sweetwater Adult School, National Citv 
1972. 20 pages. 

Materials and activities designed for use by adult 
students in preparation for jdib interviews are pro- 
vided. Order ID 003 265.12. 
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WRITE A RESU^^E. Cerrltos College at Rancholo Amigos 
Downey; 1972. 15 pages. 

Among the activities included for student use are 
preparation of a personal data sheet, a perdoaal 
inventory form, and educational and work experlencie 
worksheets. Order ID 003 265.14. 
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500 Stenographer 
502 - Typ ing and Transcribin g i 

MACHINE TRANSCRIPTION - GUIDELINES . Santa Clara 
Unified School District. Buchser High School, 
Santa Clara; Robert W. McGinness, 1972. 4 pages. 
These guidelines for the machine transcription 
serve as a Job training description to be pre- 
sented to a potential eoployer during an inter- 
view. Order ID 003 ll22 . 
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MACHINE TRANSCRIPrito.X Mercy High School. 
Burlingame; Christine Wtlls. 16 pages. 

A beginner's learning activity package on How to 
use transcribing nachines. Measurable objectives 
are stated. Suggestions for the teacher on how 
to use LAPS are Included. For use with Dictaphone 
Stenorette or IBM transcribers. Order ID 003 241.1 
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!)02 - TyptttR and TranacrlblnR (continued) 



MACHINE SHORTHAND. College of the Desert, Paliu Desert; 
Betty Lou Roche, 1971. II pages. 

This learning activity package is developed for use 
with textbook. Touch Shorthand . Keyboard and Theory . 
Book 1, Nixdorf; 1967; and the Instruction/Dictation 
Tape Set. General and measurable objectives are 
stated. Order ID 003.241.2. 



INTERMEDIATE STENOGRAPHY. College of the Desert, Palm 
Desert; Josephine Gal legos , 1971. 17 pages. 

A student learning activity package on developing word 
building power and transcription skills. General and 
measurable vtbjectives are &tated. Use of multimedia 
and tests are Included. Package is designed for use 
with Crefti^ Shorthand in Colleges . Vol. II, Diamond 
Jubilee Series, by Leslie, Zoubek, and Hosier, Order 
ID 003 241.3 . 
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MACHINE TRANSCRIPTION. Los Angeles Unified School 
District, Belmont Community Adult School; Marion E. 
Graff. II pages. 

A student learning activity package on the introduc- 
tion to Machine Transcription. Student will be able 
to produce' a mailable transcript within a time Unit. 
General and measurable objectives are stated. Self- 
tes^^ and key are included* For use with any trans- 
cribing machine. Suggested use with Dictaphone Secre - 
tarial Studies . Part I , or a Guide for the Edison Voice 
Writer published by McGraw-Edison Company. Order 
ID 003 241.4. 



IBM EXECUTARY TRANSCRIBER. Source Unknown. 2Q pages. 

Student learning activity package on the IBM Executary 
Transcribing Machine. Answers are included for all 
questions. Ordet ID 003 241Z.14 . ^ 

; 



THE VOICE TRANSCRIBER. Myrtle RhocdesXl970. 17 pages. 

A student LAP on use of the voice transcriber. General 
and measurable objectives, instructional materials, and 
suggested class activities are provided for teacher's 
use. Order ID 003 256.6 . 
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502 - TvD ini^ and Trapscrlbtng (continued) 



TRANSCRIBING MACHINES, 
Visalia. 21 pages. 



Visalla Untied School District, 



A student learning package on use of the IBM Executaty 
Tran ription Machine. Measurable objectives are 
stated. The unit is written to correlate with Student *s 
QaiM - Transcription Skills for Word Processing > 
International Business Machines , 1969, and 31 prograomed 
dictation belts. Order^ID 003 256.24. 



MACHINE TRANSCRIPTION - SBCTION 1-4. Ussen High 
School, Susanville; Rita Kennedy. 24 pages. 

A student learning package teaching the operation of 
transcribing equipment and the developtoent of trans- 
cription techniqu<:^s. The student will learn to coor- 
dinate hand and foot activities for smooth typing 
while operating the transcribing unit. Instructional 
material to be used with Transcript lo r* Techn4«n.i> with 
IBM-Executary Dictation Equipment by IBM, I960, 
Measurable objectives and grade check sheets are 
included. Order ID 003 256.29. 



INTRODUCTION TO MACHINE TRANSCRIPTION. Los Angeles 
Unified School District. Belmont Convnunity Adult 
School; Marion E. Graff, 1973. U pages. 

Two learning activity packages on typing a mailable 
transcript directly\f rom the transcribing machine. 
Measurable objectives, pretest, and solution are 
included. Order ID 003 256.33. 
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TRANSCRIBING. Santa Clara Unified School District, 
Buchser High School, Santa Clara; Bob McGlnness. 1975, 
9 pages. 

A learning activity package using various media and 
methods to teach transcription to second-year steno- 
graphic students. Order ID 003 286. 



TRANSCRIBING MACHINE - IBM EXECUTARY MODEL 212. 
Buchser High School, Santa Clara, 19M. U pages. 

A student learning package on the parts of the 
Executnry Transcriber and on the ways of operating 
ffll machine parts is developed so it can be read by 
tV»e student. Performance objectives are stated. 
Includes pretest and posttest. Kevs are not included, 
Order ID 003 28b. I. 
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600 Account Inp, Clerk 
601 * Service Accountlnj ^: 

TKACKIHG DOWN TRIAL BALANCE. Croasioont Union High 
School District, Mt . Mi^^uel High School, La Mesa; 
Martha Morris » 1972* ?A pages. 

This unit l6 to be used In a beginning bookkeeping 
class vlth high school students. The unit is designed 
to assist the student in finding his own errors vhen 
his trial balance tdtals are not even. Answers for 
posttest found on page 127 of Century 21 AccountittR « 
by Boynton, Svanson, and Forkner, South-tfestem Publish- 
ing Company » 1972. Makes use of transparencies and 
projector. Order ID 003 239 . 
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THE BIGHT COLUMN WORKSHEET. Mt. Whitney High School; 
Ned Davis, 1971. 10 pages. 

A LAP designed for use with publisher's transparencies 
to accompany 20th Century Bookkeeping and Accounting . 
23rd Edition, SouthHWcstem Publishing Company. 
Order IP 003 239.3. 
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RECORDKEEPING I. John lakra, Jr*, 1968* 21 pages* 

An instructional ^ ^e with three student learning 
activity packages 

^ (I) How to Identify and verify business trans* 

actions from business docuntents or forms used 
by businesses. 

(2) Recording business transactions In special 
Journals for each type of business form. 

(3) Totaling and proving journals and to know 
when they are arithmetically correct. 

Measurable objectives are stated. Self --assessment test 
and other suggestions for evaluation are included. 
Or<*«r IP 003 242.23 . 
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PREPARING TELLER'S BATCH SHEET AND JOURNAL ENTRIES 
Yuba City High School. Yuba City; 1971. 7 pages. 

A concise activity packet produced by the Office 
Education Laboratory of Yuba City High School on 
how to prepare teller's bitch sheets and i»ake Jour* 
nal entries. Use of the NCR 160 posting machine is 
indicated. Order ID 003 255.1. 
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THE BAUNCE SHEET. Gene Ha^rileiiko, 1969. 7 fiages. 

An occupational competency unit. Includes objectives, 
recmnroended instructional material , and activities. 
^^^^^ IP 003 235. J . 
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QUARTER PLAN,- 60 DAY/ 12 Vn?EK, INDIVIDUAL PROFICIENCY 
STUDY FOR BOOKKEEPING AND ACCOUNTING 1B» QUARTER TWO, 
Big Bear High School, Big Bear Lake; Richard Burton » 
1972. 9 pages. 

This unit is designed for a year-round high school, 
based on quarter plan schedules. The program was 
written and intended to give the business education 
student a nethod of Individualized learning success 
while providing for individual goals, motivation, and 
responsibility in a first-year bookkeeping and account- 
ing course. Performance objectives, evaluation of 
performance objectives, level of performance selection 
for an A, B, ^or C grade, and individual performance 
activities are given. Order ID 003 255.6 . 
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QUARTER PLAN. 60;ftAY/l2 WEEK, INDIVIDUAL PROFICIENCY 
STUDY FOR BOOKKEEPING AI^D ACCOUNTING lA, QUARTiJl ONE. 
Big Bear High School, Big Bear Uke; Richard Burton. 
1972. 10 pages. 

This program was written and Intended to give the 
busine&s education student a method of Individualized 
learning success while providing for individual goals, 
motivation, and reaponslblUty In a first-year book- 
keeping and accounting course. Developed for a year- 
round high school, performance objectives, evaluation 
of performance objectives, level of performance selec- 
tion for an A, B, or C grade^ and Individual performance 
activities are^lven. .Ordey' lD 003 255.7 . 
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oOJ ■ Service Ac.countln& (contlnueti) 

gL.^RTKR PLAN, bO DAY/ 12 WEEK. INDIVIDUAL PROFICIENCY 
STUDY FOR BOOKKEEPING AND ACCOUNTING IC . QUARTER THREE. 
Big Bear High School, Big Bear Lake; Richard Burton, 

This prof,ratn was written and Intended to give the busi- 
ness education student a method of individualized learn- 
ing succ4.s» while providing for Individual goals, woti - 
vatioa. and responsibility in a first-year bookkeeping 
and accounting course. Developed for a year-round 
hiKh school, based on a quarter plan schedule, perfor- 
outnce objectives, evaluation ot performance objectives, 
level ot petfonaancc selection for rn A, B, or C grade, 
and individual performance activities are given. 
Order ID 003 253.8. 
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CAREF.RS iN BOOKKEEPING. Modesto City School District, 
Modesto: Dorothy L. Brown. 39 pages. 

Provides an introduction to bookkeeping through a 
series ot iob specifications. Outlines atep-by-step 
procedures in pcrfonaing designated bookkeeping 
tasks. Order ID 003 235.13. 
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BOOKKEEPING - INDIVIDUALIZED. San Mateo County Schools, 
ROP Ottice Occupatio-.s Program, Burlingatne; Charles F. 
>«atrett, 1*>74. 49 pages. 

Twelve Individualized and prograromed units in bookkeep- 
ing. Tne self -paced units are correlated with Account - 
int4 fci saentials f^r Career Secretaries , Third Edition, 
Carlson, Carlson, and Burnett. South-Western Publishing 
Company. 1972. Order ID 003 255a6 . 
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COMPUTING AND CALCULATING INTEI»KST. Richioond Unified 
Schoo. district, Harry EPs Hifea School, Richmond; 
Agnes Cowen, 19 70. 10 pages. 

This learning activity package la designed to ttach 
the student about promissory notes, due dates, and per- 
tinent information relafed. Fonns are included for 
the suggested activities. Order ID 003 280.1 . 



A 


B 


ci D 


E 


F 


G 


H 


I 



















ERIC 



'U.75. 



I 



DESCRIPTORS 



602 - Ca sh Account tn pj! 

BANK STATEMENT RECONCILIATION. El Moot.* Union High 
School District, Mt. View High School; Gerry Hobbs. 
32 pages* 

A learning acslvity package including instructions for 
both teacher and student, problen material, sa^ ^ busi 
ness forms, transparency, tests^and answers. Order 
ID 003 239.2. 
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LEARNING ABOUT CHECKS. Sunset High School, West 
Covina; Betty Rouse » 1972. 19 pages. 

A student learning activity package on checks with 
emphasis on how to prepare a deposit slip, how to 
write a check accurately, and how to endorse the 
checks you receive. Measurable objectives are stated. 
Pretest, posttest and answers are included. Package 
is developed to be used with General Business for 
Economic Understanding. 9th Edition, Crabbe. Debrum, 
and Haines, South-Hlestem Publishing Company, 1966. 
Order IP 003 242.21 . 
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BOOKKEEPING, 
pages. 



Visalla Unified School District. 72 



A student guide for use with 20th Century Bookkeealne 
and Accountin;^, 23rd Edition. Presents a combination 
of group and self-paced activities appropriate to the 
material. Includes objectives, scheduled asslgnaents, 
and a series of terminal performance tests to be 
coordinated with the various units ol work. Order 
ID Q03 255.4.. (Available only in microfiche.) 



603 - Payroll Accounting : 



please: NO ERRORS IN PAYROLL! Helen Edwards, 1972. 
17 pages. 

A learning activity package which Includes directions 
for use Ijy the teacher, pretest with answers, detailed 
procedure, sample problems including state and federal 
income withholding tables, and a posttest. Order 
ID 003 239.1 . 
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TUt iZ/iT'. . A a:.oi n: I'-i.-n High Schuu!, Ann 
« . • . « . 1 1 • » • t I .\ .K i , I ♦ . . . i < I >a • !i , 

\ .- .. itMn I t i . w »' |5.tvka;.;t* .lud couipe t eitc f unit 

• •••Usii^'i < o^p.niv tiu' text, 0 I erica I Pay rol I 

V^'.JU Kdi^wn. Sw»?ci» Western Publishing 

• »ai»iuv. -ru '.iOeb ^i'il-tt*tts and answers. Order 
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N T-^..:^-!.^ Mirada Uai ied l>chooI District. 
. '\ <c . Norwalk. 1> paj'.es. 



I...' *MTl=..}»^ routine pavrt^M lobs Inclad- 

M , niivrcll 1 4*^^ i stf-»r , individual 
.v.! . v'uv*':.. .*ndf Ht;ihs, Cnnt^^inL sample 
^ !f>^. an-? v^v^rKin,; papt^rs. No tests • 
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- •■^-a;^' on. Cr'tnt Jr. Union High School 
l-nda High Sc'»*>ol Sacraoiento; 

. ■ . II pnjie . . 

\ f ) . n<i . V nr r ' cn ^ nm iorc* iopment uni t , States 

. ■ » ^< r . . a»u! T ; u( od t^f. ;ect i ves . Sujt'.pests 
- , ! t-i^if rttct i»^n^ I a.iter i;i 1 s. Oejicri bes 
- r , ■ ; . ' ; 1 1 M ! a t { lu, d^-u; i a t i vmi . Order 
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607 « Machtne Calculatlay ; 

THE fiLfiCTRONIC CALCULATOR. Sweetwater Union High School 
District, C«stle Park Htgh School, Chula Vista; Ray 
Criebel, 1972. *i pages. 

A student LAP on the operation of the electronic 
calculator. The pretest detemines the math ability 
of high school students. Measurable objective i are 
stated. This package is developed for use with How 
to Use Ad ding and Calculating Machine . Walker, Roach 
and Hannah. Order I P 003 242.16 . 
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OPgRATlNG THi-KEY PRIIfT CALCULATOR. Bob Warren. 9 
pages. 

A skill unit that Includes general and measurable 
objectives, suggested instructional materials, and 
student activities for teaching the operation of a 
ten-key printing calculator. Order TD C03 256.5. 



Source Unknown 




OPERATING KEY DRIVEN CALCULATOR. 
8 pages. 

A teacher resource unit that includes general and 
m^fiurable objectives, a bibliography, and student 
acWvltles for teaching the operation of a ten -key 
driven calculator. Order ID 003 256.12. 



A 


B 




9 £ 


P 


G 


' — 

B 


— 1 
I 




X 






i 






X 




A 


B 


C 


D 


E 


P 


c 


H 


I 


X 


X 




1 X 










X 



CALCULATING MACHINES. Canyon High School, Saugus; 
Conway Spitler. 13 pages. 

This package describes :he procedure in performing 
daily work, how credits are earned and what is 
required to receive credits. Measurable objectives 
for operation of Ten-Key Adding Listing Machine. Key 
Driven Calculator, Printing Calculator, and Rotary 
Calculator. Orde.: ID 003 256.32. 
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PRINTING CALCULATOR. River ton High School and 
Lander Valley Hi 'h School, Rlverton, Myoning; Jack 
Ratllff and Ruth Canning. 1973. 22 pages. 

A student LAP where the student will develop ^he skill 
of using the printing calcul^r by doing addition, 
subtraction, multiplication,y4n^^ivision act/vities. 
The unit is written to correlate with workbook, Ten - 
Kev Addin E Listing Machine , |hird Edition, Agnew and 
Pasewark, Includes general and measurable objectives. 
Order ID 0 256.46. 
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607 - Machine CalcuU ting (continued) 

BOOKKEEPING MACHINE - PAYROLL OPERATIONS. ABC Unified 
School District, Cerritos High School, Cerritos; Mary 
K. Boston, 1975. 32 pages. 

This LAP is designed to teach the student payroll 
operations on a NCR 3100 accounting machine. Basic 
payroll vocabulary, operating procedures for the 
machine, and actual exercises In payroll preparation 
are included. Order ID 003 280 . 



DESCRIPTORS 



700 Additional Occupations 



Data ProcesBlna ; 




A TWO-YEAR HANDS-ON DATA PROCESSING PROGRAM FOR HIGH 
SCHOOLS. Poway Unified School District. Poway High 
School, Povay; Janet Baulch, 1972. 33 pages. 

A description and an outline of the hands-on Data 
Procesj ing two-year course as presented at Poway High 
School. In addition, there are a current Bibliography 
of printed Goaterials and a list of sources for films 
that can be used in any Data Processing Pi-^..^ram. 
Order ID 003 240.1. 
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ADVANCED BASIC (COMPUTER EDUCATION STUDIES). Ravenswood 
High School, East Palo Alto; Leroy Flnkel, 1972. 12 
pages. 

A learning activity package to be used with assigned 
reading on BASIC progranmlng. Stated objectives are 
given. Includes a series of game -type problems In a 
selection of disciplines: math, science, business, and 
social studies. Order ID 003 255.10 . 
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BASIC BASIC (COMPUTER EDUCATION STUDIES ) .^Ravenswood 
High School. East Palo Alto; Leroy FisVel , 1972. 12 
pages. 

A learning activity package designed to use with 
assigned reading material, presenting the BASIC com- 
puter language. Includes objectives, learning activi- 
ties, and self -evaluation problems. Order ID 003 255.12 . 
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Data Processinft (conclaued) 

COMPUTERS IN CA2EERS GRADES 9-12. Central Texas Col- 
lege. Killeen, Texas; Dr. Suzette Gebolys» 1973. 68 
pages. 

A detailed booklet providing full support to teachers 
in itoplementing data processing curriculuib grades '-12i 
includes course descriptions, equipiaent needed, sug 
gested laboratory activities, suggested floor plans. and 
an extensive bibliography of data processing films and 
textbooks. Order ID 003 275.19 . (Available only in 
laicrofiche.) 
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DATA PROCESSING TECHNOLOGY TWO-YEAR POST-HIGH SCHOOL 
CtmRICULUM. Central Texas College. fCilleen, Texao; 
Dr. Suzette Gebolys, 1973. 108 pages. 

This extensive guide identifies technicians, states 
specific job requirements, and describes special prob- 
ICiBS in defining, initiating and operating post- secon- 
dary data processing programs. Particular detail is 
given to hours per week and balance between classroom 
and laboratory activities. An extensive bibliography 
Is included providing detailed lists of texts, films, 
and professional organization activities. (Available 
in microfiche onlyj Order ID 003 275.13 . 
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INTERMEDIATE BASIC (COMPUTER EDUCATION STUDIES). 
IUven8%rood High School. East Palo Alto: Leroy Flnkel 
1972. 14 pages. 

A learning activity package to be ysed with any BASIC 
reference manual or with specified reading assignments, 
Includes learning activities and self -evaluation busi- 
ness and statistical problems. Keys are not included. 
Order TD 003 255.9. 
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OPERATING AN IBM 26 PRINTING CARD PIWCH MACHINE. 
Marilyn J, Robertson, 1970. 11 pages. 

Includes a statement of objectives, suggested actlvl 
ties, and listed sources of instructional and drill 
materials. Order ID 003 103.1. 
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PREPARING A PROGRAM CARD. Los Alamitos High School; 
Frances Small field, 1971. 21 p<4ge8. 

A learning activity package and teacher's rer.ource 
unit providing instructions and practice material. 
Includes card design fort raw data and checklists for 
accomplishment. No postlesta or keys included. 
Order ID 003 266^4 . 
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Daf ^rocesstna (continued) 



SIMUIATIKG COMPUTER MACHINE LANGUAGE. San Francisco 
Unified School District, Woodrow Uilson High School; 
1^71. 9 pk^es. 

An introduction^ to a machine computer language simu- 
lator - SIMPER. Lists basic coamands and provides a 
glossary explaining their use. Cat. be utilized without 
equlptnent. Grades 7-14. Order ID Q03 255.17 . 
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SUGGESTED OUTLINE FOR TEACHING IWTRODUCTION TO DATA 
PROCESSING - ONE SEMESTER. EDP Recource Center, San 
Francisco; Gene Muscat. 20 pages. 

Includes a timetable for covering 15 areas ^f value 
for the beginning student in a one-semester course. 
Annotated with page number references in '^o text- 
books. Order ID 003 240.3. 
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LEGAL OFFICE. Source Unknown. Iv74. 12 pages. 

A learning package on legal typing to accompany 
GREGG Vocational Typing 19 i. Provides eight assign- 
ments dealing with legal forms and documents. Order 
ID 003 258.91. 
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LEGAL TYPEWRITING. Visalia Unified School District; 
1973. 51 pages. 

A student teaming package on frequent ly type \ legal 
documents: Power of ^t^rney, Revocation of power of 
Attorney. Last Will ajd «Camcnt , Affidavit, Notice 
of Sale of Real Property >Bi 11 of Sale, Promissory 
Note and Fictitious Business Name Statement. The "init 
is self-contained and includes pretest, posttest, 
solutions, legal terms, a drill on typing numbers, 
and measurable objectives. Order ID 003 258.36 * 
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MEDICAL OFFICE. Source Unknown. 1974. 19 pi.ges. 

These nine U?S deal with problems and duties of a 
medical typist. It includ«!F an introduction, infer 
nation for the medical seczetary and receptionist, 
and Instructions for typing medical reports. No 
soluti.ms to probUms. Or<f«»r ID 003 258.90 . 
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DESCRIPTORS 



Medical (conctnued) 

JOR DESCRUTIONS AND PERFuRMANCE SKILLS FOR THE MEDICAL 
qLEklCAL OCCUPATIONS. UnKerrsity of California, Dlvl- 
pUtn of Vocational Education; 1974. 23 pages. 

i(ledica» 'C^ierical Occupatlunal Pr&pa.ation Series 
W^lease No. 2 describing the coipponents and perfor- 
mance skill for medical clerical occupations and the 
medical clerk cluster. Job descriptions are taken 
from the Dictionary ot Occupational Titles. Order 
ID 003 257.8. 
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MEDICAL SECRETARIAL TRAINING. Napa Senior High School 
Napa; Alice L. Hoist. 9 pages. 

Teacher resource materia ls\nd suggestions in estab- 
ID^Qo"^^!^^ ^^^^^ Secretarial Training Program. Order 
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Statistical Typewriting : 



STATISTICAL TYPIST. Santa Clara Unified School Dis- 
trict, Buchser High School, Santa Clara; 1^75. 12 
pages. 



^ student learning activity package correlated with 
the texts. Statistical T yping and Tabulation Typ inft, 
by Wanous and Thompson, published by South-Westem 
Order ID 003 288. 
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Orientation 



800 Distributive Core 



801 « Careers in Marketing : 



A PUN FOR THE PREPARATION OF HIGH SCHOOL STUDEK-S 
FOR ENTRY -LEVEL EMPLOVABILITY IN THE SUPERMARKB'. 
ABC Unified School District, Artesia; J. P. 
Williams, 1970, 14 pages. 

This plan provides resource material for teachers 
of distributive education. Included are job titles 
for which high school students may qualify and the 
duties and responsibilities of each job classification, 
An organization plan as well as a rotation plan 
explains the method of operation to prepare high 
school students for entry-level employablllty in a 
supermarket. Order ID 003 U9. 
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DESCRIPTORS 



Orientation (continued) 

801 - Careers to Marketing (continued) 

CAREERS IN MARRETINC. Lowell High School, Rashoba 
Tech.» and Greater Lawrence, Nashoba, MA; 1972. 29 pp. 

This saanual include* activities to assist students 
in (Baking career choices and identifies the person- 
ality traits required for success. Small group discus' 
sion activities are reconnended. Order ID 003 254. 18 > 
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CAREERS IN KARRETINC. Huntington Beach Unified School 
District, Thornton Valley High School; Denis Gitschler 
and Bob Crenshfw; 1974. 14 pages. 

A student learning activity package describing points 
for students to consider when selecting a career in 



marketing. Includes discussions of careers for women, 
work envlrontsent, fringe benefits, and vacation plans. 
Suggested use with career center. General objective 
stated. Order ID 003 287.8 . 
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802 - Marketing in Our Economy : 

DISTRIBUTIVE CORE - MARKETING IN OUR ECON^. YgMcio 
Valley High School, Concord. 12 pages. 

Includes 11 problem.activities on facors influencing 
price, economic and market trends, channels of distri- 
bution, and types of business organization. Order 
ID 003 287.10 . 
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Competencies \ 
803 - Basic Sales Techniques ; 

DEMOMSTRATIIIC A RETAIL PRODUCT FOR SALE. R. C. 
Atherton. 9 pages. 

k competency unit designed for teachers whi^h contains 
.eaeral, specific, and related objectives. Recoomended 
Instructional materials and suggested activities are 
included. Order ID 003 254.7 . 
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MERCHANDISING MATHEMATICS. Donald Rathbone. 10 pages. 

The pr<^ta«t for this unit covers basic arithmetical 
computations. General and behavioral objectives are 
included. There are student activities for calculating 
payroll, purchasing and pricing merchandise, rod extra 
credit activity covering the pr«p«ratlon of an income 
statement, « balance sheet, ar--.: various graphs and 
charts. Order ID 003 254.14. 
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Competencies (continued) 

803 ^ Basic Sales Techniques (continued) 

DISTRIBUTIVB EDUCATION - MARKETING PROJECT. Oakland 
Public Schools; 1972. 13 pages. 

This group of leamint; activity packages covers projects 
in Cashiering, Buying and Pricing, Channels of Distri- 
bution, and Customer Buying Motives. Each project has 
recommended instructional materials, assignments, and 
activities. Order ID 003 254.19. 



COMPLETION OF SALES SLIPS. Source Unknown. 26 pages, 

Activities in this LAP include preparation of Cash 
and Charge Sales slips with practice In cosnputing 
extensions; using calculating (oachines. Keys are not 
included. Order ID 003 254.20. 
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SALES Slips. Morse High School; Tony Caragozian. 
44 pages. 

This illustrated learning activity package provides a 
variety of practice exercises .for the preparation of 
sales slips. Included are related ari^lung'tical prob^ 
lems. Order ID 003 254.23 . 




OEfiONSTRATION. Source Unknown. 



13 pages. 

This learning activity packet uses references to text- 
book reading materials. Activities include preparing 
and executing a sales presentation. An outline and 
rating sheet form, along with other informational ^te' 
rials are provided. Order ID 003 254.2*^ . 
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STORE SALES SYSTEMS - KNOW Yf»UA SELLING PAPERWORK. 
A. M. Dunn, 1972. 41 pages. 

This LAP has exercises on proper preparation of refund 
tickets, charge credits, and sales checks. Activities 
to practice writing legibly on various forms are 
included. Order ID 003 254.40. 
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DISTRIBUTIVE CORE - BASIC SALESMANSHIP. Ygnacio 
Valley High School. 7 pages. 

A LAP to be carried out in conjunction with specific 
texts, records, tapes, and transparencies. Covers the 
five rules of selling. Order ID 003 287.1. 
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CoQipetencles (cocitlAued) 

803 * Basic Sales Techniques (continued) 

BASIC SALES TECHNIQUES. Huntington Beach Union High 
School District » Thornton Valley lUgh School; Denis 
Gitschier and Bob Crenshaw; 1974/17 pages. 

A LAP taat describes in detail jrhe methods for roaking 
a fonaal sales presentation, ^veral successful sales 
caopaigns are cited. General objective Is stated. 
FosttesC consists of a formal sales presentation as 
judged by an observer's checklist. Videotaped posttest 
is suggested. Order ID 003 287.4 . 
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804 ^ Cashiering (Cash Rejitster and Sales Records) : 

CASHIER - CHECKER - CLERK OBJECTIVES. Santa Clara 
Unit led School District » Buchser High School. Santa 
Clara; Robert McGinness^ 1972. 2 pages. 

A detailed outline of objectives developed as a pre* 
liminary step In devising goals » ob jectives^ and skill 
tasks for a certificated program involving different 
kinds of Cashier Checker and Clerk Checker. Order 
ID 003 118.4. 
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CLERICAL CASHIER. Santa Clara Unified School Dis- 
trict « Buchser High School, Santa Clara; Robert 
NcGinness, 1972. - 3 pages. 



^ as a job 
:1 eiiplfrf^s/^ 



Guidelines for the clerical cashier serve 
description to be presented to a potentic] 
during an^n^erviev along with the certificates 
earned and a personal resume. Order TP 003 121.7 . 
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CASH REGISTER UHIT. Whlttier High School; Barbara 
Hlckethler. 14 pages. 

Designed for student use» this LAP on the Cash Regis-* 
ter has performance object! ves« a pretest^ learning 
activities with illustrations, and a final test. An 
Instructor's outline aud answer key are part of the 
package. Order ID 003 243.1 . 
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MAKING CHANGS (CAIH REGISiFR) . SOURCE UNKNOWN. 7 pages< 

This distributive educction teacher resource material 
has general and prlauiry objectives. The project is 
described and necessary inanructlonal caaterials are 
listed. In the appendix are four transactions to 
develop skill in oiaking change using a cash register. 
Answer keys are provided. Order ID 003 254 >2 > 
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Cocapetenclea (continued) 

8U^ - Cashiering (Cash ReRiat er and Sales Records^ (continred) 

CHECKER -CASHIER. Donald Rathbone. 3 pages. 

This learning activity packet designed for use by stu- 
dents contains general and specific objectives. A 
vocabulary list is included. For activities, textbook 
references with page numbers are recotnmended . No tests 
or keys provided. Order ID 003 254.5 . 

HANDLING MONEY. Sweetvat<er Union High School D^trict, 
Cistie Park High School, Chula Vista; Susan Head. "1972.* 
20 pages. 

Programmed activities on making change and handling the 
cash drawer. Order ID 003 254.8. 
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CASH REGISTER. Henry High School and Madison High 
School; H. Ecabertson and G, Caffney. 21 pages. 

This Illustrated three-part 
cashing checks, and operatln 
Included are exercises for 
Ing rules, and activities to 
ter. Keys are not included. 



covers making change, 
a cash register « 




change, cash check< 
used with a cash regls- 
Order ID 003 254.22 . 



CASH REGISTER OPERATION. Source Unknown. 13 pages. 

Included in this LAP are nine different activities for 
practice in learning the parts and operation of a cash 
register. Instructions and exercises are a part of 
the package. Order ID 003 2>4.3Q . 
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CASHIERING/OASH REGISTER. Huntington Beach Unified 
School Distrii^t. Thornton Valley High School; Denis 
Cltschler and Bob Crenshaw, 1974. 23 pages. 

A LAP providing students -with numerous sales problems 
covering the use of tax tallies, NCR mechanical cash 
register, cash validation, credit slips, and credit 
cards. Measurable objective stated. Includes post- 
test but no answer key. Order ID 003 287.3. 
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Conpetencies (continued) 
80b - Customer Services : 

CHECKING CREDIT- Maxine Foster, 197 1 • 12 pages* 

This teacherVe source unit on decking Credit includes 
objectives, recoisaended instructional materials, sug- 
gested activities, ^ list of sources for investigating 
credit, and suggestions for using Bureau Blue Book key. 
Order ID 003 259. 7 > 
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807 - Eroployer-Employee-Customer Relations ; 

STUDENT TRAINING STATION PROGRESS REPOR'^!<^ Highland 
High School; Donald Rathbone. 4 pages. 

This progress report for students assigned^^ training 
stations under the cooperative distributive ethfcatt^ 
program has a rating scale to evaluate Job skills at:id 
attitudes for use by the trainirSg sponsor iti cooperation 
with the teacher coordinator. 0rder ID 003 118.1 . 



TRAINING AGREEMENT FOR COOPE; 
EDUCATION PROGRAM. Highland 
Rathbone. 4 pages. ^ 
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IVE DISlHIBirriVE 
Igh School; Donald 



This example o£[a t^ralning agreement for a cooperative 
distributive education progran includes inforoatiun 
about the responsibilities of the student r'the parents, 
the training sponsor, the school, and the teacher 
coordinator. Order ID 003 118.2. 
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SHIFPINC/RECEXVINC PROCEDURES. Vlsalla Unified School 
District. Visalla. 28 pages. 

\A student guide to accompany the text. Materials 
WndlinR. Traffic and Transportation , by Tyler and 
Corenthal. Crr-'ft, McGraw-Hill. 1st Edttioiu^ Includes ' 
orientation. stAtement cf objectives, scheduled assign- 
ments, and a final examination. Order ID 003 2S6.25 . 

J ■ ' 

DISTRIBUTIVE CORE - CUSTOMER SBRVICIS. 
High School, Concorda 8 pages* 



Ygnacio Valley 



A tsierles of ten learning activity assigniQents include 
ing case problems dealing with customed relations* 
Order ID 003 287*3. 
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Competencies (continued) 
l OH - Sales Promotion : 

WHEN SHOULD YOU ATTEMPT TO CLUSb THE SALE? Cerritos 
n^iiege; Lowell Anderson^ 1971. 17 pages. 

This illustrated milt is designed for student use in 
salesmanship classes. Included are a pretest, five 
programued .->ctivitie3 . a pv>sttest , and keys- Order 
ID 003 254.12. 
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PROJECT - METHOD KOR SALES PROJECT ACTIVITY » Source 
Unknni#n» ' 10 pages. 

This acti/lty includes r^coniaiendatlons for organizing 
and operating a sales proaiotion campaign and evalua^ 
tive procedures • Order ID 003 254,33. 
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S..LES Pi.^'tOTi.ONS. Huntington Beach Union High School 
District, l.ornton Valley High School; Denis 
Gitschier and Hob Crenshaw, J 974. 18 pages. 

A •^tUdent lefirr.in,; activity package that concentrates 
on the goals and torms of ,adv€frtising and background 
information on various advertising media. A student 
study Ruide and posttest. No key. Order ID 003 287.6 . 
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DISTRIBimvfe CORE - SAL^S PPOMOTION. Ygnacio Valley 
High School, Concord. 6 pages. 

A ^learning activity package with goals» objectives, and 
activities with both external and internal media devices. 
LAP uses specific books, pamphlets, and tapes. Order 
ID 003 287.7. 
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Stockkeepini^ and Inventory Control : 



RECEIVING CLERK. Santa Clara Unified School District, 
Buchser High School, Santa Clara; Robert HcGinness, 
1972. 2 pages. 

A detailed outline of objectives (developed as a pre- 
limiaary step in devising goa . bjectlves^ and skill 
tasks for a certificated prog .lu involving recf^iving 
clerics and stock clerks. Order ID 003 118.5. 
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Conpetencies (continued) " 

^09 - StockkeeptnR and Inventory Control (continued) 

SKIFPING CLERK. Santa Clara Unified School District » 
Buchser Hlt,h School; Robert McGinness, 1972, 2 pages. 

A detailed outline of^jectivee developed as a pre- 
liminary step in devising goals, objectives a »d skill 
tasks for a certificated program involving »nlp.piQg 
clerk. T Order ID 003 118.8. 
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STOCK /INVENTORY. Patrick Henry High Schoo^; Karla M. . 
Kerr, 1972. 43 pages. 

This learning activity paci^ge is designed to prepare 
students with skills needed for jobs as stock/inventory 
clerks. Included are practice forms and related compu- 
tational problems. Order ID 003 254.21 . 
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PERPETUAL AND PHYSICAL INVENTORY. Source Unknown. 
28 pages. 

The five activities include textbook reading references 
and use of various forms. . In the appendix -are examples 
of a stock record card, stockbook and requisition, pur- 
chase requisition, requisition log, merchandise order 
Journal, purchase order, reorder flow chart, and inven- 
tory tally sheet. Order ID 003 254.25 . 
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STOCKKEEPING AND INVENTORY CONTROL.- Huntington Beach 
Union High School District, Thornton Valley High School; 
Denis Gitschler an<* Bob Crenshaw / 1974 / 9 pages. 

This learning activity package concentrates on the 
description of stockkeeping tips. Various forms for 
merc^ndise control are described in detail. A general 
objective Is stated. Posttest consist's of a student 
project drawing -a floor plati for real or imaginary stock- 
room. Order IP 003 287.2 . 



A 


J., 


C 






9 












E 1 P 




a| I 



Specialties 



810 - Advertising ; 

PREPARING ROUGH LAYOUTS FOR .NEWSPAPERS. Shasta College; 
Robert S. Davis. 9 pages. 

This ocrupational competence unit in advertising is 
designed for use by dlstribu^iive education teachers. An 
outline shows the contents of the unite Included are 
overall objectives^ primary objectives^ and x^lated objec- 
tives » There are suggested activities and evaluation of 
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progress In addition to a list of entry-level jobs with I vl x1 I xl I II I I 
which this skill is identified. Order ID 003 118 . I Al ^ 1 I ^ 1, i . 1 ,1 — I — I 
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Specialties (concinued) 

810 ■ Ad vertisinR (continued) 

DISPUY CLERK, Santa Clara Unified School District/ 
Buchser High^chool, Sar.ta Clara; Robert McCinness. 
1972. I pages.. 

A detailed outline of objectives developed as a pre- 
liminary step in devising goals, objectives, and skill 
tasks for a certificated program involving display 
clerk. Order ID 003 118.9. 
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CONSTRUCTING AN ADVERtlSEHENT LAYOUT. Pittsburg 
Unified School District; Bruce H. Dexter, 1970. 

10 pages. . 

This occupational fompetence unit is designed for 
distributive education teachers. Both general and 
specific objectives are included for constructing an 
advertisement layout. A list of instructional mate- 
rials may be adapted to thfe needp of the group served. 
There are suggested activities, a list of supplies, 
equipment and audiovisual aids, and suggested evalua- 
tion procedures for this competency unit. Order 
ID 003 254.1. 
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ADVERTISING. Donald Rathbone. 3 pages. 

This learning activity packet on Advertising is 
designed for student use in the distributive education 
program. General and measurable objectives are pro- 
vided. Ti»e activities include recommended readings 
from texts and listening to and evaluating tape record- 
ing of advertisements. Order ID 003 254.6. 
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ADVERTISING. Source Unknown. 19 pages. 

Included in this UP are reading references from text- 
^ books and 12 suggested activities. Examples of. an 
advertising layout and copy sheet, and a layout rating 
sheet are contained in ,thc appendix. Order 

ID 003 254.36. 

DISTRIBUTIVE CORE - DISPLAY. Ygnacio Valley High ' 
School Concord. 4 pages. 

A series of seven learning activities to be used with 

^5^^ Advertising and DiaBU ylna MerchantMfl^ . 
(author and publisher nor sttited). The activities are 
coordinated with reading assignments in the text. 
Order ID 003 287.9 . 
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Specialties (continued) 
811 - Creative Sellion : 



SPELLXMG. Donald Rathbone. 

f •> ■ - 



A pages. 



This LAP on Spellihg contains general and specific 
objectives. T))e textbooks, Retail Merchandising and 
Fundamentals oi Spelllnft are required. Textbook read- 
ings are included In the activities. A sales talk 
evaluation form Is provided. No tests or keys are 
provided. Ordet ID 003 254.4 . 
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TRAIMINC MANIUU» FOR SALES FRGMOTIOli OEPAEtlMEIIt* > 
Yuba City Rlgli School, Yuba City. 9 pag^s. 

This manual outlines the duties and responsibilities 
of the sales proootlon supervisor in the student store 
who reports directly to the Student Store Manager. 
Included under his supervision are display, advertis- 
ing, and slgnpress, in addition to responslbllit^sfor - 
time cards and job cards. Order ID 003 254.16 . 
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812. - Display : 



DISPLAY CLERK - GUIDELINES. Santa Qlars Unified School 
District, Buchser High School, Santa Clara; Robert 
McGlnneas, 1972. 4 pages. ' ' 

Guidelines for teachers and students serve as an 
Important part of a certificated occupation program. 
These same guidelines serve as an interview along with 
the certificate earned and a personal resume. Order 
ID 003 118.11 . 
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CREAT:Nq/>ISPLAYS. source Ufflcnoun. 9 page*. 

This segment of Unit on Displays Includes ^a planning 
sheet., sketchy and a copy of a letter, requesting use 
of merchaioidlse for display purposes. Order 
ID 003 254.24 . 
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DECA DISPLAY RATING SHEET. Source Uiiknown. 3 pagje»^. 

This two-page rating sheet to evaluate stor6 displays 
is reconnended for use with the Evaluation Displays 
LAP. Order ID 003r1^.26 . 
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SpeclaUtes (continued) 
812 - DtsDlaY^ ( continued) 



COLOR. Source Unknown. 12 paged. . 

Thl8 ^egme^t of the Unit on Displays contains termi- 
nology about various colors. Activities include pre- 
paring color wheels. Keys are not Included. Order 
ID 003 254.27. , ' 



ELEMENTS OF DESICM. Source Unknown. 10 pagea* 

This segtaent of tte Unit on Displays cover? the basic 
fundamentals of design. E^camples of line and direc- 
tion ^nd ^pe are included;* Size, texture, weight, 
and color kre explained. Two activities and a posttest 
are included. Keys are not included. Order' 
ID 003 254 1 28. 

0 

EVALUATING DISPLAYS. Source Unknown. 9 pagfis. . 

This package is designed for use In the Student Store 
as a se^eni of the Unit on Displays. Recoanenda? 
tions for analyzing various stpre displays. using ' 
evaluative criteria are included^T Field trips are 
recoomended. The DECA Dlt^play Rating Sheet ls%to be 
used along with this package. Order ID 003 254.32 . 
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PRINCIPLES OF DESIGN. Source Unknown. 14 pages. 
Included i|>. this segment of the Unit on Displays are * 
definitions, a calendar i»f merchandising dates, and 
proper display of the flag and shield of the ^United 
States. There are six activities to reenforee under- 
standing of design principles. 'Keys are not included. 
Order ID 003 254. 34. ^ 



IHTRODUCTION TO VISUAL MERCHANDISING. Source Unknown. 
6 piBges. 

This se^aent of the Unit on Displays explains various 
kinds bf window displays, provides an activity to 
evaluate local &tore dlspldys; and Includes the pre- 
paration of a bulletin board using proper display 
techniques. Order ID 003 254.35. 



DISPUY ARRANGEMENT. Source Unknown. 6 pages. 

Included in this segnent of Unit on Displays are defi- 
nitions of terns and illustrations of various display 
arrangements. Order ID 003 254.37 . 
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900 Distributive Occupations 



901 - CasMer-Checker-Baiuter ; • 

CRECkA - CASHIER. Santa Clara Dnlfled School district. 
Buchser High School Santa C La t«; R9bert KcClimess, 1972. 
4 pages. 

Guidelines for teachers and students serve as an io^r- 
tant ^art o£ a certificated occupation progran. These 
sAme guidelines serve as Job tfralnlng description to be 
presented to a' potential employer during an interview 
along with the certificates 'earned and a personal 
resume. Order ID 003 118.12. - 
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CASHIERING. Santa Clara Unified School District, 
Buchser High School, Santa Clara; Robert McGlnness, 
1:972. 5 pages. 

Goals, objectives, and skill tasks are outlined for a 
one-semester certificated occupation course* to train 
clerical cashiers and checker cashiers. The evaluation 
and testing standards are the results of one year's 
experience in a pilot progran. Order ID 003 118.13 . 
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902 - Salesperson. General ; . 

PAYROLL CLERK. Santa Qlara Unified School District, 
Buchser High School, Santa Clara; Robert W. McGinness, 
1973.. 2 pages'. 

. A detailed outline of objectives developed as a pre- 
liminary step in devising •goals* objectives, and skill 
tasks for a certificated program involving payroll* 

clerk. Order ID 003 117.2. 
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PAYROLL CLERK - GUIIiELINES.^ Santa Clara Unified School 
6i strict, Buchser High School, Santa .Clara; Robert 
McGinness. 197:^ 3 pages. ' / 

Guidelines 'for tea^Kers and students serve' as an impor- 
tand part of a certificated occupation program. These 
same guide liifes serve as a job training description to 
be presented to a potential employer durftig an Interview 
along with the certificate earned and a personal resume. 
Order ID 003 117.3. 
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902 ' Sal esperson - General (continued) 

SALES CLERK. VARIED. Santa (Jlara Unified School Dis- 
trict. Buchser High School. Santa Clara; Robert W. ' 

J pa^s. 

An outline of t;askfi and skills for a variety of retail 
cUrk occupations to be used in preparatlotf of the 
goals. objectlyes.^nd skills needed ta earn an occu- 
. pation certificate. Order ID 003 118.6 . 

SALks CLERK. » Santa Clara Unified School District 
Buchser High School. Santa Clara; Robert tf. McGinness. 
1972. 3 pages. 

A detailed outline of objectives developed as a pre- 
liminary step, in devising goals, objectives. and skill 
tasks for a certificated progran involving sales 
clerks. Order I D 003 118.7 . 
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SALESMAN. SALESPERSON, SALES CLERK. Santa Clara 
Unified School District, Buchser High School. Santa 
Clara; Robert If. McGinness. 1972. 4 pages. 

A detailed outline of objectives developejd as a pre- 
liminary step in devising goals; objectives, and skill 
tasks for a certificated program involving different 
kinds of sales clerTcs* John W. Ernst, Basic SaWr «« 
Gregg Division. McGraw-Hill, serves as an excellent 
guide. Order. ID 003 118.10 . " 

MERCHANDISE. PRICING . Source Unknown . 4 pages . 
This unit on merchandise pricing is designed for dis- 
tributive education tochers. Included are overall, 
primary, and related objectives. Under instructional 
materials are listed textbooks, equipment; audiovisual 
aids, and business and coomunity resources. There are 
suggested activities and recoonended evaluation proce- 
dures. Order ID 003 ^54 . 
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TRAINING MANUAL FOR MANAGER - fflfuDBNT STORE. Yuba 
City High ^ol. Yuba City. 9 pages. 

This manual lists the duties of a student store man- 
ager and explains tine cards, and Job card procedures. 
Sections on the Art of Getting Along j nd Duties of 
Student Store S.upervisor are alao included. Order 
ID 003 2S4.31 . 
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FOOD CLERK, WAITER » WAITRESS. Santa Clara Unified 
School 0i8tTlct» Bnchser High School^ Santa Clara; 
Robert W. KcGlnness, 1972. 2 pages. 

A detaifed outline o£ ^objecClve^ developed as a pre- 
liminary step in devising goals » objectivesnand skill 
tasks for ,a certificated program involving different 
kinds of food clerks'. Ordisr ID 003 119.1. 
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RESTAURANT GUEST CHECK - PR£PARATIOM & PRESENTATION. 
Joan Olson.' Ventura. 16 page^. 

Shovs basic technique and rules for preparing the 
guest checka Give^ eaoiple menu and cuatotter- orders 
for. preparing guest checks as pre* and posftests. 
Order ID 003 244, 
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FOOD SERVICE PROGRAM - ROP SUGGESTED (SOUESE OUTLINES. 
Napd County ROP; B. B. Booth. 14 pages. 

Resource material for setting up a ten-week program in 
food service occupations. Waiter -waitress preparations" 
are detailed. Order ID 003 284 . 
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Specialty Areas in Business Education 



Business Law: 



BUStNESS C(HiTRACT. Source Unknown. 27 pages. 

This self-contained LAP on business contract^ for 
student use has objectives » vocabulary, sample situ- 
ations, quicxes for various activities, and a p08t» 
test. fCeys to the LAP and poattest are not included. 
0 der ID PCS 107.3 . 
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CALIFORNIA COURT SYSTEM. Fresno City Collegir;' Cliff 
Sischen» 1971. 19 pages. 7 

This illustrated learning activity package W the 
California Court System is designid for student use. 
Included ar^> instructional objectives, a pretest, 
programsied activities » and charts on California Court 
Structure. No key is Included. Order ID 003 247 . 1 . 
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Business Law (continued) 

JUVENILE COURT PROCBEDIICS. Mt. View High School Mt. 
View; Kenneth R. Bailey. 16 pages. 

This student leaining activity packet Is a case study 
of the proceedings of the Juvenile Court authored by . 
an attorney of San Francisco. It is intended as a 
supplement to the instructional materials of a busi- 
ness law class. A review shdet and answer key are 
provided. Order ID 003 260 . 
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APPLYING THE UWS OF ARRE&C* Garrlth Perrine. 1969. 
7 pages. 

This teacher resource u&it includes objectives, a list 
of ittstructlonal fiiatertals, and suggested activities 
fo|f a unit on applying the laws of arrest. Order 
ID 003 260.1 . 
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YOUR RIGHTS AND RESPWSIBIHTIES AS AK EMPLOYEE. 
El Cajon Valley High School, El Cajon; Barbara Jean 
Hempel, 1971. 21 pages. 

A UP including objectives, list of activities, 
reference sources, pretest, facts for eoployees, 
definitions, problems with f^lutifns, and a post- 
test. Order ID 003 265.25 . 
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C BEP Program Guides/Strategies : 

OFFICE OCCUPATIONS PROGRAM GUIDE. San Mateo County 
Schools, Redwood City; Charles Priest, 1972. 53 
pages. 

this guide will be helpful in' developing an office 
practice or office occupatloqs program. Units 
covered with suggestions on how to- teach are: (1) 
typewriting, (2) business mathematics, (3) 10-key 
adding machine, (4) business English. (5) spelling, 
(6) filing, (7) transcribing, (8) miscellaneous 
tasks, and (9) a Job interview." In addition to these 
units are samples of a flowchart, managing individual 
progress by a Student Progress Record, a unit on hand- 
writing legibility. andi|he Certificate of Completion. 
Order ID 003 121. * . 
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CBEP ProRgam Culdes/Strategics <c6ntinued> 



BUSINESS EDUCATION DEPARTMENT, Santa Clara Unified 
School Ditf^rict» Buchser High School, Santa Clara; 
Robert NcGinness, 1972. 10 pages. 

A "cujcrlculuni guide to Buch«er High School ' s kusinee» 
educatic^n certificated occupation prof^an in which job 
entry-level skirlls and tasks are stressed rather than 
course .content. Goals, objectives, and skill tasks are 
presented to serve as a guide foi^ schools with an en- 
rol Inent of 5-600 in a business department. Testing 
areas and standards are also presented. Order 
ID 003 256.53. 
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OFFICE OCCUPATIONS PROGRAM GUIDE.. Fullerton Union 111 gh 
School, District, Sunny Hills High School, Fullertc^; 
Harty Hays, 1974. 11 pages. 

This prQgram guide provides ' students and teachers with 
a "means of recording CBEPG competencies cooapleted. 
Order ID 003 256.70 . 
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BUSINESS PROGRAMS AN OV£RVI£U. \tm. S.^ Hart Union 
High School.^ Canyon High School, Saugus;^R» Conway 
Spltler, 1973* 21 pages^ 

Inform^ion and recommendations about ionplementdtion 
of business programs using common Job .skills are 
included* The Five Occupational Programs of Account* 
ing and Computing » General Office » Stenogra^iic» 
Secretarial and Related^ Typing and Related^ and 
Sales. (Distributive) are explained* Examples of pro- 
motional material for recruitment of students are 
also included* qrder ID 003 ^65>40 * 
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FLOW CHART - BUSINESS DEPARTMENT COURSES. Canyon 
•High School, Saugus. 2 pages. 

This flow chart begins with ^ pretest and student- 
and-teacher conference and continues through various 
activities until objectives are achieved and credit 
is earned. Order }f> 003 2 65,41 . 
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OBJECTIVES AMD HOW TO USE THEM 



/FICE COMPETENCY 



MODULES. Clovis Adult School C&reer /Vocational ^ 
Education; Bob Fuller t 1973. iz pages. 

A unit on objectives designed to help one understand 
what an objective is and hrw yoi can use it to help 
you make learring easier .and moTS interesting. 
Order ID 003 269.3 . 
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CB£# Prograa Guideft/Strateaies (continued) . 



CCmPETENCY-BASBD GRAUtJiC STRUCTURE. Santa Clara Unified 
Sct\ool District* Bachser High School, Santa Clara; 
Robert ttcCinness. 1975. 19 pages. 

Description of grading structure in individualized 
CBEFG programs.^ ^ncltides fonas, charts', and letter 
to parents. Order ID Qp3 279.1 . 
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Consumer Education /General Business/Economics : 

INSURANCE. Source Unknown. 21 pages. 

A programmed LAP for student use containing objectives 
and using "either of two textbooks for reference. 
Included are vocabulary lists, reading assignments, 
and sel( -administered quizzes. Keys to assignments 
are not included. Order ID 003 107 . 
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GENERAL BUSINESS •> TEACHER OUTLINE. 
1969. 70 pages. 



James Zlomerman, 



This outline includes a 13~unlt course outline which 
Includes references to textbook and .nine Ceacher 
options. Teacher outlines and keys for learning 
activities cover the following topics: The Business 
Contract, Ten -Key Adding Machine Keyboard, PracClons, 
Checking, Business Poms I and II, Interest, Insurance, 
Keeping Perso^l Records, Bookkeeping and Accounting, 
and Business Math Tapes. Answers to test questions 
are provided. Order ID 003 107.2 . (Available in micro- 
fiche oi^ly.) 
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ECCNOMICS: A C(»ISUHER'S VIEWPOINT. Santa Clara 
Unified School District, Buchser High School, Santa 
Clara; Robert NcGimiess, 1972. 4 pages. 

Goals, objectives, and skill tasks are outli|ied for 
•a one -semester course empha8i3i.ing* protection of the 
consumer, his rights, spending, budgeting and savings. 
Order ID 003 108. 
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Conouner Educatton/Cenpra I Bu sloe as /Economics (continued) 



ECONOMICS IN BUSniBSS. Castle Park High School; Susan 
Ueas, 1972. 9 pages. 

A transparency /tape presentation designed as an Intro- 
duction to econoalcs for large -group or individualised 
instruction. Script correlates with Economics in Buai* 
ncas Transparencies from 3M. Order ID 003 248 . 
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BUDGETINC. Source Unknown. 7 pages. 

This unit is designed for teachers of General Business. 
There are overall, primary, and related objectives 
included. Under instructional aaterlals are listed 
reference (fexts, pamphlets, and magazines. Audiovisual 
aids, supplies, equipcoent, and business and cosaunity , 

•resources are recommended. Suggested activities include | — t-tt — i — i i i g b i 
unit orientation and drill activitie9^ Order ID POT 259. i I 1 I i I I 
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BASIC AUTO A^:6>{fim>RCYCLB mSUBAMCB COVERAGE. Exeter 
Union High Sc.'iool District, Kaweah High School; Pat 
Hardy, 1971 11 pages. 

"^is LAI^ OD Insuriance Is designed for student use. 
. .luded arejobjectives and a pretest. Activities are 
e.ordioated vlth readings ¥rom General Business text- 
book. Key to pretest is not included. Order ID 003 259.1 . 
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SAVINGS AMD LOAM ASSOCIATIONS^ Exeter Union High 
School* Jim Braden» 1971. 9 pages. 

This consumer education LAP is designed for student 
use with Applied Economics textbook. It includes 
Information about savings and loan Institutions and^^ 
personal (Inance and budgeting. An essaiy pretest aiM 
a combined objective and essay post test are contained 
in addition to^ list of resource materials. ' Keys to 
tests and LAP are not included. Order ID 003 259.2 . 
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SAVINGS AMD INVBSTHBNT5. Thomas Hart in, 1971. 9 pages. 

, \^ 

A teacher resource unit on savings and investments, 
including objectives. Instructional materials, and 
activities. Order ID 003 259.3. 
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Consumer Education/General Business /Econoatcs (continued) , 



. HGU TO READ STOCK LISTING. Rayownd Itoorack, 1970» 
7 pages. 

This LAP on How to Read Stock Listings is designed for 
student use. Included are objectives » sequent la Used 
. activities with the use, of the daily newspaper » and a 
suggested evaluation procedure. Order IP Q03 259.4 . 



FAMILY FINANCE. Mr.. Hackney. 4 pages. 

A course outline 'on Family Finance for adult educators 
of Consumer Education which includes a report of nine 
meetings with an outline of topics covered by seven 
speakers and the instructor. Order ID 0O3 2S9>S . 

AUTGKOBILE INSURANCE. Tulare Union Hi^ School; Kel 
Mendes, 1971, 13 pages. 

This student TAP on automobile insurance is designed 
for use with General Business textbook. Included are 
a pretest, textbook —re la ted activities* and optional 
activities. Keys and script for tape are not Included. 
Order IP 003 259.6 . . * 

BUDGETING. Mt. Diablo Unified School Pistrlct, College 
Park High School » Concord; Bob Giannini. 12 pages. 

This six-week learning' activi|:y packet ^n budgeting is 
correlated wi th. Genera 1 • Business text problems » activi- 
ties, topics for lectures, quizzes , and examples of 
forms for maintaining records of income and expense 
are included. Tests and LAP keys are not included. 
Order IP 003 259. b . 
. r < . 

FOR RENT. Patricia Ann Crews. 19 pages. 

^hi^ teacuer resource unit on apartments includes 
objectives, materials needed, sample tests, aifd 
methods of presenting. It covers what, when, how, 
^nd where to look for an apartment. There is a sug- 
gested role-playing situation, information about 
utilities, and rental abbreviations. The concluding 
statements indicate how the unit can be interrelated 
in other courses. Order ID 003 259.9. 
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CQa«umer Educrit ion /Genera I Bustness/Sconom^cs (continued) 



THE BUSINESS WORLD^ Manchester Central High School; 
Margaret Hoben^ 1972. 18 pagcs» 

A student LAP which serves as an introduct^lon to the 
business i#ovld. Basic economic concepts are inte«» 
grated through the performance of various activities 
requiring an unnamed textbook and workbook ; keys to 
LAP activities and posttest are not included. Order 
ID 003 2^9 Al. 



0 



FIFTEEN YfODULES OF LEARNING FOR SELECTED TOPICS IK 
GENERAL BUSINESS. California State University » San 
Jose and San Diego; Vanda Blockhus and Maurice L. 
Crawford, 1972. 120 pages. 

This teacher resource manual containing 15 modules of 
instruction covering the following topics—You and the 
Bu&iness Economy; Characteristics of a Free Enterprise 
System; Planning Your Future; Consumer Buying; Services 
for Consumers; Problems of the Consumer; Sources of 
Consumer Infonnation; Establishing Credit; Kinds of 
Credit; The Cost of Using Credit; Citizenship Respon- 
sibilities; Automobile Insurance; Borrowing Money; 
Planning a Savings Program; Planning th^Use of Your 
Income. Learning Objectives and related sab^ect con- 
cent are provided for each module in addition to^ 
Teacher Activities, Student Activities » answers to 
tests, and lists of Resource Material. Order 
ID 003 259.12 . (Available in microfiche only.) 
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IKySSTING IN STOCKS. Orange Unified School District, 
Villa Park High School » Orange; Leo Joseph Fracalosy* 
5 pages. 

A teacher's guide containing objectives » recomaended 
instructional materials, and suggested activities. It 
Is to be used with the Investinis in Stocks LAP. Order 
ID 003 ?61. 
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INVESTING IK STOCKS. Orange Unified School District » 
Villa Park High School » Orange; Leo Joseph Fracalosy. 

This student LAP on investing in stocks includes a 
vocabulary and stock market information. It is to be 
used with Investing in Stocks , teacher resource unit. 
Order ID 003 261.1 . 
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Consumer Education /General Business/Rconoatcs (continued) 



l^RNING TO READ STOCK QUOTATIONS AND CALCUUTING RATE 
OF RETURN ON INVESTMENTS. San Laandro Unified School 
District; Russell C. Schubert. 7 pages 

A student LAP designed to accompany specific business 
arithmetic texts and stpck exchange pamphlets. Includes 
pretest and posttest (no keys). Order ID 003 262,2. 



INTEREST. Source Unknown. 11 pages. 

This self-contained student UP on calculative interest 
includes objectives, five Job activities with various 
problems, and a test. Key to test not included. Order 
ID 003 262.9. 



PRORATING. Porterville Union High School, Portervllle; 
kobert Jorge, 18 pages. 

This illustrated learning activity package on proration 
of taxes, insurance, and interest includes a self-test, 
key, and calculating activities. Posttest and key are 
not included. Order ID 003 262.13. 



Kent Stlnson. 14 



CONSUMER EDUCATION - RESOURCE UNIT, 
pages . 

Teacher resource unit. Textbook reviews, pamphlets, 
and listings of organizations concerned with consumer 
education. Order ID 003 285. 
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CONSUMER CREDIT. Tranquillity \lnlon High School; 
Ellene Petti t, 1974. 25 pages. 

This learning activity provides information on types 
and sources of consumer credit. It includes applying 
for a bank loan, opening a charge account, the revolv- 
ing charge account, credit rating agencies, laws pro- 
tecting the consumer, and^where to go for help. The 
idea that credit does not cnne ftee but costs extra Is 
made clear, with consequent guidelines for Its use. 
Included in the package are self -checking questions, 
an application form, a posttest, and an information 
leaflet by the California Department of Consumer 
Affairs. Order ID 003 285.1. 
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Cooperative Education ; 



PERFORMANCE OBJECTIVES FOR THE COOPERATIVE EDUCATION 
METHOD OF INSTRUCTION. Source Unknown. 1974; 49 pages. 

Recommended niinloiuin measurable performance objectives ^ 
cteated by Michigan Stace University that could be used 
when the method of Instruction is Cooperative Education. 
Goals are include'd as examples where learners coopera* 
'tively plan unique activities that require individu- 
alized performance objectives. Order ID 003 274.1 . 





1 














































•a 






































urc 










i2 








o 


> 










01 






CO 












1^ 


MM 
^# 






a 










*^ 






MS 


m 




r-« 






3 






u 




JM 






M 
W 






W 






« 








SI 




01 


o 




!»• 


CD 








§ 


x* 






S9 








01 


o 


u 






CO 














JO 




69 


o; 




K 
















o 


01 


> 






m 






Qu 


a< 




< 




A 


B 


c 


D 


E 


F 


G 


H 


I 




















X 



















Distributive Education ; 

EDEN AREA ROC DEMONSTRATION PROGRAM PACKET. San Lorenzo 
Unified School District. Eden Area ROC» San Lorenzo; 
John Linder, 1971-72. 44 pages. 

Distributive Education materials for persons interested 
in starting, updating, or comparing a DE Program. 
Included are suggested steps for research and develop- 
ment » curriculum, follow-up, and DE form£|. DE demon- 
strat .on program operators may use as an example for 
packet idea. Order ID 003 243 . 
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RETAIL MERCHANDISING PROGRAM. Salinas Union High School 
District, Salinas; Ilene J. Hylton. 28 pages. 

This packet contains informative materials regarding 
introducing, implementing, and operating the program; 
also copies of' some items used for class work. Its 
purpose is to give some ideas as to how the program is 
operated in order to prepare students with entry-level 
skills in the Retailing fields. The purpose is to com- 
municate with the btlsinessmen and also to help bridge 
the gap between school and community. This affords 
students the hands-on opportunity on exploratory work 
training stations. Order ID 003 245 . 
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PREPARING A BILL OF SALE, 
pages. 



E. L. Klovdahl, 1972. 13 



Contains rationale, objectives, pre^ and posttests with 
answers, background information, and lefirning activi- 
ties. Intended for use with prepared tapes or text- 
book materials. Bibliography included. Order 
ID 003 247. 



A 


B 


C 


D 


E 


F 


c 


H 


I 




X 


X 


X 


X 


X 


X 


X 





ERIC 



lli 

-103- 



A' 



DESCRIPTORS 



Dtstrlbu ttve Edueatton (continued) 



EMPLOYEE HANDBOOK AND TRAINING MANUAL FOR REDWOOD HIGH 
SCHOOL STUDENT STORE AND MT.. WHITNEY HIGH SCHOOL STUDENT 
STORE. Reduood High School and Mt. Whitney Hlghlchool. 
48 pages. 



Employete handbook to train salesmen and sales clerks. ' 
Training Includes work in selling, inventory control » 
cashiering, dlspUy, advertising » signpress techniques, 
buying, and employee supervision. Order ID 003 254.11 . 

FOOD STORE COMPETENCIES - HEAD GROCERY CLERK/HEAD PRODUCE 
CLERK AND ASSISTANT MANAGER. Source Unknown. 53 pages. 

A list oC foo^ store competencies in categories of knowl- 
edge and under^ndlngs^ skills, and attitudes for head 
grocery clerk, head produce clerk, and assistant man- 
ager. Order ID 003 270. 
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COMPUTING AND CALCULATING -DUPLICATING MACHINE -REFERENCE 
MATERIAL, Richmond Unified School District, Harry Ells 
High Scltool, Richmond; Agnes Gowen, 1970. 13 pages. 
Activities in this learning «>ctivlty~ package Include 
analyzing and determining the dally sales made by each 
salesman, his weekly total, and his average dally sales. 
This Included material Is to be prepared In table iorm 
and dupll(;ated for distribution. Order ID 003 275.18 . 
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Office Simulation : 

SIMUUTED OFFICE, TELEPHONE CLERK. Santa Clara Unf fled 
School District, Buchser High School, Santa Clara; 
Robert McGlmiess, 1972. 2 pages. 

An outline of a simulated office course for telephone 
clerks has been synthesized from the course developed 
by Pacific Northwest Bell Telephone Co. and Fort 
Steilacom Community College. As a primary step this 
outline would help to develop goals, objectives* dnd 
skill tasks for similar simulations. Order ID 003 121.4, 
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Office Simulation (continued) 



PRACTICAL OFFICE OCCUPATIONS UBORATORY MANUAL. Gross- 
mont Union High School District, Santana Hi^ School, 
Santee. 29 pages. 

The Practical Office Occupations Laboratory Manual Is 
an employee's guide for those students entering a model 
corporation. Scimitar Enterprises, Santana High School. 
Manual includes a corporate manual, general personnel 
policies, and an office manual. Order ID 003 242. 28 > 



DEMONSTRATION PROGRAM: OFFICE SIMULATION. ^Grossraont 
Union High' School District, Santana High School, Santee; 
Berg, Drenth, and Strelb, 1971. . 57 pages. 

A teacher *s (enployerVs) ^ide to use for preparing stu- 
dents entering the office simulation » Saber Enterprises, 
Inc., at Santana High School* Includes samples of Saber 
business forms, a. « description of the company *s organiza* 
tional chart,* general operations information » Job descrip** 
^iors » and other suggestions in developing an office 
education Laboratory « Order ID 003 242>29 > 



DEMONSTRATION PROGRAH: OFFICE SIMDIATION* Yuba City . 
High School, Yuba City; 1971. 88 pages* 

Materials used in the Office Education Laboratory 
include; (I) Employee Handbook and Training Manual 

(2) Campus Di^rectory 

(3) Procedures Manual for Preparing Payroll 
Records 

Order ID 003 242>3Q > (Available in microfiche only.) 

DEI«)NSTRATION FROGR^: OFFICE OCCUPATION UBORATORY--* 
USL^ THE SPIN-OFF FLAN OF INSTRUCTION FOR ENTRY-LEVEL 
JOBS* John Burroughs High School; Betty Trempe, 1972. 
200 p^s^s. 

Materials include a description of the spin-^ff plan, 
suggestions on use of an audio learning laboratory » 
individual instructional packages using filmstrlps and 
cassettes for 10*key i^dding machine operation, svltch* 

*board» buslnesa/arlthmetlc^and filing; also, training 
manual for tutors » Job descriptions » and^ samples of 

* achievement certificates issued* All the materials 
included are items th^^t were distributed to the demon«» 
stratlon program participants who- attended in 1971*72* 
Order ID 003 242.21 > (Available in microfiche only.) 
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Office Simulation (continued) 



ORIEWTATION - SIKUIATED OFFICE (LESTER HILL CORP.). 
Jefferson Union High School District, Terra Nova High 
School » Paclfica; Betty KanaU, 1973. f pages. 

A script for a slide/tape, presentation to give the stu- 
dents a brief overview of what the office simulation is 
about and the different jobs that they will be perform- 
ing. Script is for 35 slides. Correlated with Uster 
Hill's Program, pub.lished by McGraw.-Hill. Order 
ID 003 270.1. 
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EMPLOYEE HANDBOOK AND TRAINING MANUAL FOR OFFICE 
EDUCATION LAB. Yuba City High School « Yuba City; 
Wayne Leach. 60 pages. 

This learning package is designed to aid the student 
in, gaining his 'skills for entry-level employoent in 
the general office. The .activity package is based on 
ind-i vidua lized instruction and possible variable credit. 
Performance objectives are given for each job title. 
Many detailed job descriptions. Order ID 003 274. 
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LESTER HILL - GUIDELINES FOR INEXPERIENCED TEACHERS, 
Santa Clara Unified School District » Buchser High 
School. Santa Clara; Robert McGlnnessi, 1975. 54 
pages. 

Helpful hints for teachers using Lester Hill Simula' 
tion. Order ID 003 275.7 . 
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CUASSRO(»f MANAGEMENT PLAN. Los Angeles City Unified 
School District. 29 pages. 

Teacher resource materials for organizing the class- 
room where students participate in a variety of ^ 
activities at the same time. Includes organisation 
chart, job descriptions, and payrol). plan for stu- • 
dents. Order ID 003 279.3. 
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Shorthand : 



ENGLISH PH(»fICS GREGG SHORTHAND. Lorraine Cresto, 
1969. 10 pages. 

Teacher resource materials, student activities, and 
instructional materials to show the close «s80clal;lon 
of English phonics and^the writing of Gregg shorthand. 
General objectives anc* a priest are included. No 
answer sheet. Textbook references desirable. Order 
ID 003 241. 





B 


C 


0 


E 


P 


6 


B 


I 


X 




X 




X 




X 







-106 



ll4 



DESCRIPTORS 



Shorthand (continued) 



SHORTHAND * ARE YOU HOOKED? San Marcos High School; 
Lola F. Bdniston. 26 pages. 

A student learning package djeaigned £or use as a* supple* 
«»ent to Gregg Shorthand. Dtataond Jubilee Series . This 
lAP is primarily concerned with hoji^k vowels. General - 
and neasurable objectives are staOTd. Pretest and post' 
test and answers are included. Order ID 003 242.3 . 



LEARNING TO DICTATE SHORTHAND.' Palo Verde College;. 
Sharon Miller. 7 pages. 

A student LAP on learning how to dictate. Activities 
require the lise of Student's Transcript of Gregg Short » 
hand for Colleges. Diamond Jubilee Series . • Oifder 
ID 00?. 257,2. 

SHORTHAND THEORY. Seiitiola Union High School District, 
Ravenswood High Sch^l, Ea^t Palo Alto; 1973. 10 pages. 

This student package is designed to develop eocmuniea- 
tion skills. News articles of current interest will 
be used to reviev spelling, pronunciation, meaning of 
words,, structure of sentences, and punctuation. Also 
included is a project used to, identify any difficulty 
iqi hearing sounds and what letters are represented by '' 
these sounds. Shorthand theory projects and standards 
for individual units of instruction are part of the 
package. Textbooks, Structured Learning Method . Skinin, 
and Gregg Shorthand* Individual Progress Method > LesHe, 
are needed for the shorthand projects. Order 
ID 003 257.3 . 
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student Organizations : 



DECA 

EMPLOYEE HANDBOOK AND TRAINIBG MANUAL FOR DISTRIBU- 
TIVE fmcktim CLUBS of America student store. 

Yuba City High School, Yuba City. 61 pages. 

Enplo/ee handbook to train safeanen and sales 'citrks. 
Training includes work in selling, inventory control, 
cashiering, display, advertising, aignpress tech- 
niques, buying, and efr>loyee supervision. Order 
ID 003 254.9 . 
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Sttfdent Orisanlgatlons (continued) 
PECA (continued) 

ONE FOR THE MONEY, TWO FOR THE SHOW, ShelbyvlUe 
Central High School, ShelbyvlUe, Tennessee; Mike 
Price » 1974. 100 pages. 

1974 First Place National DECA Competitive Event 
Winner » Area of Distribution Manual -High School Divl* 
slon. DECA Adviser and member reference when prepar* 
Ing Area of Distribution manuals for State and 
National competition. (Available In microfiche only) 
Ordet ID 0Q3 289.3, 
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A STUDY TO DE^(MINE REASONS FOR THE EXISTENCE AMD 
NONEXISTENCE Or STUDENT VOCATIONAL ORGANIZATIONS 
IN CALTPORNU. Escotidido Union Rlsh Schqol District » 
Orange Glen High School » Escondido; Orange Glen DECA 
Chapter. 1975. « 138 pages. ^ 

1975 First Place National DECA Competitive Event 
Winner. Creative Marketing Project - High School 
Division. DECA Adviser and member reference when 
preparing Creative Marketing Manuals for State and 
National competition. (Available in microfiche only) 
Order ID 003 289.4. 



WHERE THERE IS A WHEEL. . .THERE IS A WAY*. L. D. Bell 
High School, Hurst. Texas; Lyndal Thomas. ^974. 97 
pages. ^ 

1974 First Place National DECA Competitive Event 
Winner, Studies in Marketing-Automobile and Petro- 
leum Industry-High School Division. DECA adviser 
and member reference for use in preparing studies in 
marketing manuals for State and National competi- 
tion. (Available in microfiche only) Order 
ID 003 289.5 . ' . y 
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ALTERNATIVE ORGANIZATIONAL STRUCTURES FOR FBLA AND 
DECA. California State Department of Education. 
Bureau of Business Education, Sacramento; 1975. 
3 pages. 

This document can be used by student organization 
advisers as an aid in considering alternative 
organizational structures for implementing FBIA and/ 
or DECA chapters as an integral part of the business 
and distributive education programs. Order 
ID 003 289.7. 
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Stttdettt OrRantftlons (continued) 



a* DECA (cohclnued) 

* » 

1974 MAMUAL SlBfNARY SHEETS FOR DECA. California 
StaCe DepartBttnc of Education, Sacranento; Shari 
Kftlone* 1975. 51 jiages. 

Collection of Award Winning Kanual Suoiaary Sheets 
from they 1974 {tational Conference. Containa most 
Ist, 2nd» 3rd place winners and finalists for all 
categories. Order ID 003 277 . 



MERIT AKARO PROGRAM (DECA): GOLD PILE. Rem Jt. 
Union High School District. Highland High School. 
Bakersfield; Shari Malone, 1975. . 31 pages. 



An example of a Cold Level Activity File for use 
by students participating in the Merit Award Pro- 
gram (MAP) . (MAP) is a ccRopetency-based oceupa* 
tional exploration and training program available 
to nembers in the Distributive Education Clubs of 
Anierica, *DECA* . the file* done in the area of 
Apparel and. Accessories , couldy4^e, used as a guide 
for students working on the slTver or gold levels 
of MAP. Order ID 003 277.2 . 



RETAIL MERCHANDISING - DECA IN THE CDRRICDLDN. 
Lowell High School, Nashoba, Massachusetts; 
A. M. Dunn, 1972. 30 pages. 

A brochure of infonaation on the orgaiil«ation and 
activities of the Distributive Education Clubs of . 
America. Explains the relationship between the 
DECA program and the day-by-day activities ^oi the 
DE classroom and cooperative training. Describes 
the various competitive event's in the DECA con- 



CALIFORNIA CHAPTER OF THE FUTURE BUSINESS LEADERS 
OF AMERICA HANDBOOK. California State Department 
of Education, Sacramento; Doug Mahr, 1972. 142 
pages. 



A handbook for local FBLA chapter advisers on the 
. effective organization and operation of office educa- 
tion youth activities. Order ID 003 102 . (Avail- 
able in microfiche only.) 
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Student OrRantzations (continued) 

^* FBIA (continued) 

THE MERITS OF PBIA, Livingston Blgh School, Livings- 
ton; E. Dale Brlster, 1972. 6 pages. 

Winning entry in the essay coopetitlve event at the 
1972 FBLA State Leadership Conference. Order 
ID 003 102.1. 
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itnim HICR SCHOOL HEIf CHAPTER UORKSHOP. Trinity 
High School, Weavervllle: Ton Clark. 1972.^ 13 pages. 

California State FBLA winning entry in the most 
outstanding project coapittltlve event at the FBLA 
State Leadership Conference. Order ID 003 102^2 . 
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FBLA FUBLICIZBS CARUTHERS, CALIFORNIA. Caruthers 
High School; Sherlan Lyles, 1972. 16 pages. 

Vlnnlng entry in the Coanunlty Service competitive 
event at the 1972 FBLA State Leadership Conference. 
Order ID 003 102.4 . 



FBLA CHAPTER WmtOX REPORT. Caruthers High School, 
Caruthers; Tom Clark, 1972. 3 pages. 

An exanple of a properly foraated isonthly report. 
The chapter of the stonth report is one of the cri- 
teria in selecting the FBXA Chapter of the Year. 
Order ID 003 272 . 



AIM - BRCHIZB ACTI?ITT FILE FOR FBLA. California 
. State Departsaent of Education, Sacraisento; Sharl 
Malone, 197S. 61 pages. 

Exanple of activity file. Bronze Award Level, for 
FBLA V Awards for Individual Merit (AIM) Ptogran. 
Voeatlohal area for this file Is General Office 
Clerk. Order ID 003*277.1 . 
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Student Oraant gat ions (continued) * 

b, FBIA (continued) 

PBIA SPEAKING VOR LEADERSHIP. Florida State Depart^ 
. metit of Education; Jeanette L» NcClamory. 34 pages. 

Public Speaking Manual developed by the Florida 
State Chapter of FBLA for local PBIA chapters* 
Includes openings* flQBnnerlSQis» rating sheets » ban^ 
quet seating arrangements » parllantentary procedures » 
outline of typical meetings » exercises » and refet« 
ences* Order ID 003 279. 2 > 
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FBLA • CHAPTER OFFICER TRAINING. Florida State 
Department of Education » Tallahassee » Florida; 
Jeanette .L* McGlamory, 1974. 316 pages. 

Officer Training Manual developed by the Florida 
State Chapter of FBLA for local chapters Includes 
the duties and responsibilities of each of fleer » 
the use of committees in local chapters » and a 
sample chapter officer Installation ceremony. 
Order IP 003 281 . 
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CARUTKERS ANNUAL CRAFTSR ACTIVITIES REPOaT. 
Caruthers High School, Caruthers; Rayleen Daniels, 
^1975. 70 pages. 

Reference ibaterial £or FBLA chapters preparing an 
Annua.l Chapter Activities Report. This report 
^ received first pla£e at the 1975 State Leadership 
Conference and Includes local FBLA chapter's 
activities and projects frofB April, 1974v through 
Harch, 1975. Order IP 003 289.1 . 

/ 

PREPARATION FOR BUSINESS LEADERSHIP* Jurupa 
Unified School District, Ri^bldofUx High School, 
Riverside; Rubldoux FBLA Chapter, 1975.' 46 
pages.'' 

First place entry In Most Original Project Event 
at the 1975 FBLA National Leadership Conference. 
Project desci/tbes Rubldoux High School's "FBLA 
Class" called "Preparation F|>r Business Leader- 
ship." Order ID 003 289.2 . 
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Typewrit 



VERTICAL CENTERING. Corinne H. Uffle, 1969. B pages. 

This unit contains teacher rcTeoutce material and a stu- 
dent Review Sheet on horisontal and vertical 'centering. 
Solution? to the Review Sheet activities are included. 
Order ID 003 2Sa.3 . xuctuoea. 

HORIZONTAL CBRTB^llNG. Betty S. Rose. 4970. 9 pages. 

This student IKP is designed sf tharhorlaontal center- 
ing on. the typewriter can he learned through seven 
activities. Keys to the activities aranot included. 
Order ID O93 258.5 . 
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-APPLICATION OP THE' BASIC RULES OP CAPITALIZATION IN 
"^TTPEWRITING. Arcadia High School; Anne E. Gaydos. 
8 pages. * 

Basic rules fo- --^pltalizatlon are prescinted In this 
teacher resource^ unit. Sentence and letter drill exer^ 
clses requiring the use of a typewriter are In^^luded. 
Review tests and keys are mentioned but not Included. 
Order ID 003 258.11 . 

TYPEWRITING SEQUENCE. Uks. S. Hart Union High School 
Dlstrlcj^Canyon High School /Saugus; Conway Spltler. 

i? designed to explain the Canyon 

High individualized typing pjrogram to students. In- 
cluded areVourse objectives, plaeefflent evaluation, 
description ^£ work patterns, class procedures; grad- 
ing standards, and variable credit Inforaatlon. Order 
ID 003 258.13. 
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INDIVIDUAL PROPICIEHCY STUDT FOR TYPING U, URIT TWO. 
PART ONE. Bear Valley Unified School District, Big 
Bear High School, Big Bear Lake; Richard tf. Burton. 
1972. 8 pages. 

Individual Prof tenan cy Studv was developed for a year< 
round high school program based on a quarter system. 
The program Is Intended to Individualise a beginning 
typing course using personal and professional typing. 
South-Veatem Publishing Company. Performance objec- 
tives, Evaluation of Performance Objectlveti, and Indi- 
vidual Performance Activities are Included. Order 
ID 003 258.21. 
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Typ<^%»rttinR (confrinu«£d) 



INDIVIDUAL PROFICIENCY STUDY FOR 7YPIIK5 IB, UNCT ONE, 
PART ONE. Bear Valley Unified School DlaCrict, Big 
Bear High Sehcot, Big Bear Lake; Richard Burton » 1972. 
8 pages. 

Iniii vidua 1 Proficiency Study was developed for a year- 
round high school program bated on a quarter system. 
The progfan is intended to individualize a beginning 
typing course using personal and profesr^ional typing. 
South'Vestem Publishing Company. Perfomataee Objec- 
tives, Evaluation (ft Performance Objectives, and Zndi-. 
vidual Perfonnacice Activities are included. Order 
to 003 258.22 . 





t 


1 






• 




* 






































0» 






• 






> 














• 












our 


> 




Obi 










0^ 










>^ 








OS 










a» 


w 










8 










9 


















9 




c: 


Vi 






•s 






01 






Q> 






u 






OS 


o 


1 


JS 


<H 




3' 


a» 






0> 


S 


M 


«M 


















XI 




(9 






K 








•H 




Me 


M 


o 










A 






At 




< 




A 


B 


c 


D 


E 


F 


G 


H 


I 








X 






X 


> 





INDIVIDUALIZED PROFICIENCY STUDY FOR TYPING lA, UNIT 
ONE, PART ONE. Bear Vall^ey' Unified School District, 
Big Bear High School, Big Bear Lake; Richard tf. Burton, 
1972. 6 pages. 

Individual Proficiency Study was developed for a year- 
round high school program based on a quarter system. . 
The program is Intended, to lodividuallze a beginning 
t«.-ing < burse using personal and professional typing. 

uth-U^stem Publishing Company. Performance pbjec<*- 
t , Evaluation of Performance Objectives, and Group 
Pei..onaance Activities are included .^_Order 
ID 003 258.23 . ^ \ . 

■ • • ■ \ ^ 

INDIVIDUAL PROFICIENCY STUDY FOR TYPim: IC, \^IT 0>hiE» ' 
PART ONE. Bear Valley Unified Set ool Dlstrictsjeiit v 
Bear High School, Big Bear Lake; Richard tt. Burton. 
1972. 9, pages. 

Individual Proficiency Study was developed for a > ear- 
round high school program based on a quarter syst'-im. 
The program is Intended to individualize a beginning 
typing course using personal and professional typing. 
Sou5:h«We8tem Publishing Company. Performance Objec- 
tives, Evaluation of Performance Objectives, an'« 
Individual PerfomaUce Activities are glxren. Crder 
IDOOUSa^. 
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SCRIPT ' TABULATION. Sequoia Union Sigh School Dis- 
trict, Ravenswood High School, East Palo Alto; 19/3. 
4 pages. 

A script for a slide/tape presentation on the funda- 
iMntals of setting up and typing a tabulation problem 
with a heading and two columns. Pr&sentatlon is writ- 
ten to go along with 22 slides. Order ID 003 258.25 . 
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Typewrit In^ (continued) 



SCRIPT^'- ENVELOPES. Sequoia Union* High School District 
Ravcnswood-Hlgh School, East Palo A-lto] .1973. 6 Images.* 

A script for a siidc/tape.-t>resentation on^ typing enve- 
lopes. Explains use of the zip code and the coding sys- 
tem. Script is written for 38 slides. Order 
ID 003.258.26 . 

SCRIPT • IBM PROPORTIOHAL 10fPEHRITER. Sequoia Union 
High School District. Rav^nsvood High School, East Pal« 
Alto; 1973. 9 pages. ; 

A script on the operation of the IBH Executive Type- 
writer. The slide/tape presentation covers all the 
machine parts>. special keys, and other features of the 
proportional ty>«iriter. Script is written to go niong 
with 46 slides, and correlated with 20th>Centu y Vyn ^ 
writing. Ninth Edition. Order ID 003 25a. 27. 



Barry 



TYPEWRITING ^ TEACHING HOME ROW AND KEY STROKING. 
Bettencourt. $ pages. 

A script for a videotape presentation for beginning 
typing students on the correct position at the type- 
writer, the hoiae key fingering, and the correct strok- 
ing of the hofse row keys. Order ID 003 258.31 > 
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INTRODOCTION TO BEGINNING TYPEWRITING. San Mateo County 
Schools. JtTP Office Occupations Progran, Daly City 
Joylean Lott, 1973. 5 pages. • ^ 

k script for a slide /tape presentation for a beginning 
typist on learning the correct typing and finger posi- 
tions, key stroking, and spacing, and different parts 
of the typewriter. Script is written for 31 slides. 
Order ID 003 2SB>32 . 
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INTRODUCTION TO THE ELECTRIC TYPEWRITER - ADLER. 
Sequoia Union High School District, San Carlos High i 
School, San Carlos; Gene Worthlngton, 1973. 21 pagesl 
A student learning package to provide the student with 
a systeiBatlc exposure to the features of an Adler elec- 
tric typewriter along with drill selected to provide a 
degree of confidence on the>electric keyboard, tncluaed 
are: Progress /Grade Sheets XWorkaheets #1 and #2. and 
Narrative of Instruction. 2tfth Cent»rv Typewriting 
9th Edition, South-Western Pubiishln8Co.^Is required 
to cooplete the activities. Ordfr ID 003 258^38 . 
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TvpewritlnR (continued) 



IKTROOUCTION TO THE ELECTRIC TYPEWRITER - IBM SELECTRIC. 
Sequoia Union High School District » San Carlos Rlgh 
School » San Car Ion; Gene Worthlngton, 1973. 22 pages. 

A student Learning package to provide the student with 
exposure to the features on the selectric and drlll^ 
to gain a degree of confidence on the electric: keyboard. 
Included are: Progress /Grade Sheets, lf<^icsheets #1 and 
#2» and Narrative of Instruetlon vlth Illustrations. 
The unit Is corrslated with booklet entitled "The IBM 
Selectric -"An Introductory Course" which can be obtained 
free of charge froa the IBM Company. Order ID 003 258.39. 
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INTROmiCTIOH TO THE ELECTRIC TYPEWRITER - IBH mNIMRD« 
fequoia Unloii Hi^ School District » San Carlos High 
School, San Carlos; Geae tforthiogton^ 1973. 24 pages. 

A student learning package to provide the student with 
a systeaatic exposure to the features o£ an IBM stan* 
dard electric typewriter along with drills selected to 
provide a degree of confidence on the electric keyboard. 
The unit is used with booklet entitled "A Short Course 
in Electric Typwriting** which can be obtained free of 
charge froo the IBM Company. Order IP 003 258.40 . 
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LETTERS • LAP I. San Mateo Union High School District; 
Donald E. Ting ley. 30 pages. 

Beginning typlstaTwlll learn to Identify basic parts of 
personal and business letters and envelopes; arrange 
these parts properly and typewrite In acceptable fona. 
Learning activity package Is coordinated with Gregg 
Typing. 191 Series . Includes self -administered pretest. 
No key or standards for grading are included. Also 
includes: cartoons* examples, illustrated directions; 
'programmed learning material on basic letter parta and 
addressing envelopes; specific Instructions for teacher- 
made activities to aufpaent text assignments. Order 
ID 003 258.43. 
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HORIZOtrCAL CENTERING. Montebeilo Sr. High School, 
Montebello; Austin Reiser. 7 pages. 

A step^by-step procedure is given in this learning 
activity package for the student to follow to center 
a word or line horizontally. Fosttest key not included. 
Order ID 003 258.52 . 
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Typewriting (continued) 



DEVELOPING ECONOHIC UNDERSTAMDIHGS IN niNIOR HIGH 
SCHOOL TYPING CLASSES. Sveetwater Union High School 
District. Hilltop Jr. High School, Chula Vista; John 
Ay res, 1972. 8 pages; 

A typewriting laanuscrlpt emphasizing basic economic 
' cepts and a posttest to determine acquisition of 
li cmatlon are included. Key to posttest is not 
included. WUtten especially for the junior high 
school. Order IP 003 269. 
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TYPEWRITING (2) JOB PREPARATION ACTIVITIES. Buchser 
High School. 17 pages. 

A LAP designed to introduce the student to Buchser High 
Schools individualized method of advanced typewriting 
and the State Program Guide (common core. 1^ competen- 
clee). The goals of the program, teaching /learning 
methods, and grading/credit policies are included. No 
pretest or posttest is necessary. Order IP 003 289. 
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Work Experience Education ; 



OFFICE OCCUPATIONS - A VOCATIONAL WORK ^EXPERIENCE 
EDUCATION. San Jose High School; Marie Cardinale. 
16 pages. 

Illustrations of actual forms and working papers for 
student and teacher use In adillnisterlng a work experi- 
ence program. Order ID 003 252. 
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TEACHER/COORDINATOR GUIDE FOR LEARNING ACTIVITY PACKETS 
FOR WORK EXPERIENCE STUDENTS. Sweetwater Union High 
School, Chula Vista; J. William Goddard, 1973-74. 
54 pages. 

A guide for use with seven LAPS related to career 
selection and procurement. ^ This guide is intended for 
orientation and consolidation of Information related 
to the series; Se If -Inventory , Self-Appraisal , Appli- 
cation Forms, Resume, Application Letter, Interview 
and Social Security Information. It Includes pretests ^ 
posttests, answer sheets, and forms. Order ID 003 265.63 . 
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General Topics 



Audiovisual : 



FIIilSTRIP AND SLIDE PRaiECTI(»i« San Diego Unified 
School District, Midway Adult School/ San Diego; 
Geni^vieve Dudgeo^, 1972 » 11 pages* 

This training oianual £or the operation of filaiGtrlp 
and slide projectors Includes objectives and activi- 
ties*^ Post test is included; honever, there is no key 
provided^ Order ID 003 268 , 
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^ Career Developn>ent/Job Information : 

AUTOMATIC CALCULATOR OPERATOR - GUIDELINES. Santa 
Clara Unified School District, Buchser High School, 
Santa Clara; Robert Ht^lnness, 1972. 4 pages. 

These guidelines serve as a Job training description 
to be presented to a potential employer during an 
interview, along with tl^ certificates earned and a 
personal resume. Orderr ID 003 121.3 . 
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EMPLOYMEMT READINESS TASKS - GUIDELINES. Srnt.^ Clara 
Unified School District, Buchsefe High Schow i , ^^nta 
Clara; Robert W. HcGinness, 1972. 3 pages. 

These guidelines serve as a job training description 
to be presented to a potential employer during an 
interview, along with the certificates earned and a 
personal res Order IP 003 121.5 . 
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DEVELOfMENT OP AUDIOVISUAL mSTRUCTIONAL UNITS FROM 
DOT CUSSIPICATIQNS. Torrance Unified School Dis- 
trict, Torrance: Del Smith, 1970. 35 pages. 

This material contains narrations which could be used 
for recording information about 19 different lobs 
which are listdd 6nder DOT classifications. It also 
gives the names and sources for individuals who have 
prepared slides to go with the various narration;8. 
Included in the Jobs are; accounting clerH/bookkeep- 
ing clerk; bus boyVkitchen helper; cashier /checker; 
clerk ^• '-^t; clerk\^helper (box boy)'; display man; 
duplico machine o^Ni^ator; file clerk; gift wrapper/ 
cashier wrapper; incoming merchandise checker; marking 
clerk; PBX switchboard operator; receiving and shipping 
clerk; receptionist; service station attendant; shoe 
salesperson; stock clerk; transcribing machine operator; 
and waitress/counterman. Order ID 003 124. 
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Career Develooment/ Job lofonaation (concinued) 

STEPS TO OBTAINING AN OFFICE JOB. Mt. Miguel High 
School; Janette Reints.- 35 pages. 

A stu)|0nt Jearning activity package including interview 
techniques, preparation of a data sheet and application 
letter, dress, and methods to locate Job openings. 
General objectives are stated. Included are suggestions 
for use of oulfclcriedia and a bibliography. Order 
IP 003 242.24 . 
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Barbara Hickethier. 



PREPARING FOR THE JOB INTERVIEW, 
9 pages. 

A skill unit outline that includes teacher resource 
materials, objectives, and a bibliography on preparing 
for Job interviews. Order ID 003 249.1. 
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MAKING THE CORRECT DECISION ON A JOB THAT FITS YOU. 
Sonora Union High School; Barbara F. Hayes, 1969. 
15 pages. 

This Learning activity packet is for student use. It 
enables the student to identify and describe the desir- 
able qualities of an office worker. A pretest and post- 
test are Included. Reconmended readings from texts are 
.included in the suggested activities. Keys are not 
included. Order ID 003 264 . 
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PERSONALITY TRAITS FOR THE JOE. 
14 pages. 



Jean Ellingsen, 1970, 



An occupational competence unit including objectives, 
instructional materials, and suggested activities. 
Bibliography and audiovisual materials are listed. 
Order ID 003 264.1 . 
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Philip A. Rue; Fontana; 1971. 14 



CAREER GUIDANCE, 
pages. 

This learning activity package is designed for student 
use. It contains a bibliography, suggested self- 
appraisal and aptitude tests, and a student progress 
checklist. Order ID 003 265. 
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CAREERS. Canyon High School, Monrovia; Sylvia Wall 
1972. . 17 pages. 

Programmed activities and materials to be used for 
career guidance purposes are provided. Kuder Prefer- 
ence Test needed. Order ID 003 265.7. 
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Career Development /Job Injcormatlon (continued) 

CAREER DEVELOFHENT - ^ELF -INVENTORY. Rlverton High 
School District, Riverton, Wymfting; J. C. Hitt» 1972. 
14 paged« V 

Part of a series of learning activities; this one in«» 
eludes objectives, pre* and posttests, required and 
optional activities, and a selected. reading liat# 
Order IP 003 2b%.22 . 
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INVESTIGATING CAREER OPPORTUNITIES IN BUSINESS « 
Campbell County High School, Gillette, Wyoming; 
Sherry Lambert, 1971. IS pages. 

A learning activity package designed to show business 
career opportunities. Presents related job clusters, 
job prospects, salaries, necessary skills, and advance'* 
ment opportunities. Includes objectives and learning 
activities. Order ID 003 265 > 23 . 
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A DAY ON THE JOB. Dubois High School, Riverton, 
Wyoming; Roberta Warner, 1972. 8 pages. 

A mini-^LAP for use in conjunction with job visita'* 
tions and observations* Includes a checklist on 
j^nduct for the visitation and a followHtip question* 
naire on impressions. Order ID 003 265.24 . 
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CATALOGUE OF CAREER EDUCATION LEARNING ACTIVITY 
PACKAGES. School District 25\ fliverton High School, 
Riverton, Wyoming; 1972. 22 pages. 

This catalog of LAPs»which are available from School 
District Mo» 23» lists items under Career Orientation 
ijt Junior High School and Business and Career Orien^ 
tation in Senior High School. There are also lAPs 
available in Banking Math. Order ID 003 26S>31 > 
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CAREER GUIDES FOR ENTRY OCCUPATIONS IN GAS UTILITIES « 
California State Departnient of Human Resources 
Deyelopiaent; Sacraoento* 22 pages* 

In this guide is information about entry --level occu- 
pations in the areas of business^ clerical^ and mail 
payment for gas utilities companies* Also included 
are career opportunities as well as employee benefits, 
and training required fc^rthese occupations.. Order 
ID 003^65.32 > 
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Career Peveloptnent/Job Information (continued) 

CAREER GUIDES FOR ENTRY OCCUPATIONS IN FOOD SERVICE. 
Califo;3»ia State DepiTrtment of Human Resoiiirces 
Development; 1972. 21 pages. ^- 

This guide is designed for guidance In identifying 

1^^^: fr /''rr'i^"^ ^"^^^ opportunities 
Mon K ""f Service. In addition trinfonoa^ 

LoLt ^"^P^^y^e .benefits, training required, promo- 
tional opportunities, and general hiring requirements 

J^^JL"^ eight, occupational areaa described. Srder 
ID 003 265.4? , • ^ 
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CAREER GUIDES FOR ENTRY OCCUPATIONS IN PRINTING 
California State Department of Human Resources 
Dovelojjment; 1971. 31 pages. 

This guide is designed for guidance in identifying 
various entry-level occupations and career ladder " 
opportunities in the field of Printing. Included 
are Sales and Phototypesetting requiring business 
and salesRuinship skills. Order ID 003 265.49 - 

CAREER GUIDE FOR ENTRY OCCUPATIONS IN BANKING. 
California State Department of Human Resources 
Develppment; 1970. 22 pages. 

This guide is designed for guidance In Identifying 
entry-level occupations in Banking. Areas included 

"^^T'' Service, International Banking Services. 
Trtlt It Services, Management Training and 

Trust Services. Order ID 003 265^ SO 

■ V 

CAREER GUIDES FOR ENTRY OCCUPATIONS IN FIRE PROTEC- 
TlOIf. California State Department of Human Resources 
Development. 23 pages,, «»vutces 

This guide is designed Jor guidance In Identifying 
entry-level occupations and career ladder opportu- 
nities in the field of Fire Protection. Nine occu- 
pational areas are explained. These are Airport Fire 
Protection; Arson Investigation; Fire Prevention- 
Forestry Fire Protection; Harbor Fire Protection! 
Helicopter Operations; Industrial Fire Protection- 
Rescue and Ambulance Service; Urban and Suburban ^ire 
Protection, Order ID 003 265.51 . 
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Career Development /Job Information (continued) 



CAREER GUIDE FOR ENTRY OCCUPATIONS IN DENTAL HEALTH, 
lifornla St^te Department of Human Resources De»relop- 
nt; 1972. 23 pages. 

This guide is designed for guldanbe in identifying entry- 
Level occupations and career laddaf opportunities in the 
field of Dental Health. The nine occupational areas 
include Dental Assisting; Dental Hygiene; Dental Labora- 
tory Technology; Dental Laboratory Work, Crown and Bridge; 
Dental Laboratory Uork» Dentures^ Dental Laboratory Work, 
Orthodontics; and Dentistry. Order ID 003 265.52 . 
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CAREER GUIDES FOR ENTRY OCCUPATIONS IN ELECTRICAL 
UTILITIES. California State Department of Human 
Resources Development; 1972. 26 pages. ^ 

This guide is designed for guidance In identifying entry- 
level occupations and career ladder opportunities in the 
field of electrical utilities. There are 14 occupational 
areas explained. Thes6 are Cable Splicing; Custoowr Ser- 
vice, Accounting; Cust^er Service, Telephone; Hydro Sta- 
tion Operation; Line Construction; Plant ^intenance , 
Electrical; Plant Maintenance, Mechanical; Service Center; 
Steam PlaAt Operation; Stores; Substation Operation; 
Sur^ylng; and Transportation. Order ID 003 265.54 . 



A 


B 


C 


D 


£ 


F 


6 


H 


I 


X 



















CAREER GUIDES FOR ENTRY OCCUPATIONS IN MERCHANDISING. 
California State Department of Kuraan Resources Develop- 
ment; 1972. 21 pages. 

This guide is designed for guidance in identifying entry 
level occupations in Merchandising. The eight occupa- 
tional areas explained include Buying; Customer Service; 
Credit; Display; Sales; Security; Stock; and Unit Con- 
trol. Career ladder opportunities ai;e also covered. 
Order ID 003 265.55 . 
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CAREER GUIDES FOR ENTRY OCCUPATIONS IN INSURANCE. Cali- 
fornia State Department of. Human Resources Development; 
1970. 22 pages. 

This guide is designed for guidance in identifying entry 
level occupations in Insurance. The areas covered are 
Actuarial, Administration, Claims Adjusting; Claims 
Processing; Mail Processing; Marketing; Policy Process- 
ing; Premium Collections; and Underwriting. Order 
ID 003 265.56 . 
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Career Development /Job Information (continued) 



CAREER GUIDES FOR ENTRY OCCUPATIONS IN DATA PROCESSING. 
California State Departo^nt of Hunan Resources Develop- 
(uent; 197J. 20 pages. 

This guide is designed for guidance in identifying entry- 
level occupations in Data Processing. In addition to 
information about employee benefits, training r^uired. 
promotional opportunities, and general hiring requiire- ^ 
ments, seven occupational areas in the computer field are 
explained. These include Computer and Computer Time 
Marketing; Computer Maintenance; Cor.puter Operations- 
Programming; Computer Programming; Data Acquisition and 
Control. Keypunch; and Data Acquisition and Control, 
Control Clerk. Order ID 003 265. S7 . 
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CAREER GUIDES FOR ENTRY OCCUPATIONS IN TELEHIONE Cm- 
^fUNICATIONS, California State Department of Human 
Resources Development. 20 pages. 

This guide is designed for guidance in identifying 
entry-level occupations in Telephone Communications. 
Seven occupational areas are explained. These include 
Central Office Ffaintenance; Coin Telephone Services; 
Customer Services; Installation and Repair; Line 
Maintenance; Line Maintenance. Cables; and Traffic. 
Order ID 003 265.58 . ■ 
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SELF -INVENTORY - A PREPARATION FOR ANALYZING CAREERS. 
Sweetwater Union High School, Chula Vista; 1973. 
32 pages. 

A LAP in self -evaluation for vocational and educational 
potential. Includes objective, instructions, interest 
lists, checklists, and vocabulary definitions. Pre- and 
posttests are included. Ord^r ID 003 265.64 . 

SELF -APPRAISAL. Sweetwater Union High School, Chula^ 
Vista; 1973. 6 pages. 

A continuation of the-LAP series on vocational selec- 
tion. Includes objectives, introduction, and checklist. 
Order ID 003 2^5.65 
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SOME QUALITIES THAT EXECUTIVES LOOK FOR WHEN INTERVIEW- 
ING OR PROMOTING OFFICE WORKERS, North American Avia- 
tion, Inc., Los Angeles. 4 pages. 

A list of specific points in Appearance, Attitude/Per- 
sonality, manner in which Application is Completed, 
Skills, and Education Experience that North American 
Aviation uses when interviewing and promoting office 
workers. Order ID 003 265.73 . 
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Career Development /Job Infonnation (coatinued) 



SOCUL SECURITY INFORMATION. Sweetwater Union High 
School District. Chula Vista; 1973-74. 23 pages. 

A learning ^tivity p ^Hage designed to inform the stu- 
dent in tnattt oC_ social security benefits and proce- 
dures. Provi.^s performance objectives, lists of bene- 
fits, saiople forms. Includes a pretest and posttest. 
Order ID 003 265.69 . ^...^ 
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A SAMfUNG OF EMPU)YMENT PRACTICES USED BUSINESS, 
INDUSTRY , AND GOVERNMENT, California State Department 
of Educatioi), Bureau of Business Education, Sacramento; 
1974. 52 pages. 

A compilation of materials designed to familiarize stu- 
dents with the standard types of employment application 
blanks used by business and industry, interviewing 
techniques, employment tests, and job-related informa- 
tion. Twenty-six firms contributed materials for the 
release. Order ID 003 265.74 . \ 
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CAREER EXPLORATION. 
1974. 16 pages. 



\ 



Oceana High School; AI Butler^ 



An outline that provides direction towards creating 
career'-related experiences by pairings various curricular 
areas such as P psychology and English to form a unit in 
Human Relations; Business and Mathematics to form a unit 
in Buying and Pricing, etc. Order ID 003 275 a 
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AIDES TO CAREER EDUCATION ACE PROGRAM - HANDBOOK. Los 
Angeles City Unified. School District; 1974. 33 pages. 

A teacher resource guide. Describes a district -wide 
effort in career education. Vocational programs for 
disadvantaged students are included. Use of parapro- 
fessional aides is detailed. Order IP 003 275.2 . 
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CAREER EDUCATION. Parkway Jr. High School, South 
San Francisco; Richard P« John, 1973* 19 pages* 

A unit designed for Junior High School math students 
that will enable them to acquire a sel founder standing 
and knowledge of accounting and distribution* Six 
reference books are required- Order ID 003 275o3 > 
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Career D evelopgient/Job Information (continued) 



INTRODUCTION TO PUBLIC SERVICE CAREERS - LAP. Oakland 
Unified School District, Fremont High School, Oakland; 
George P. Dellis. 81 pages. 

A learning activity booklet for students interested 
employment in public service careers. The booklet 
includes teacher guide. (Available in microfiche only) 
Order ID 003 275.6 . 
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OFFICE OCCUPATIONS PERFORMANCE SURVEY. The Center for 
Vocational and Technical Education, Ohio State Univer- 
sity, Columbus, Ohio; Robert Taylor, 1973. 92 pages. 

A task inventory analysis survey whose purpose was to 
gather information to be used to design and revise two- 
year associate degree programs in Ohio. Data are ranked 
in order of percent of respondence performing tasks in 
secretarial occupations. Job descriptions are also 
computed for General Secretary, Executive Secretary, 
and Administrative Assistant. (Available in microfiche 
only) Order ID 003 275.9 . 
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MODULE FOR EMPLOTABILITY. Los Angeles Unified School 
District. 84 pages. 

A complete 'unit- including a pretest (not a challenge 
test) and module competency test with keys. Sub- 
modules include: You and The Job ;' Preparing for the 
Job; Are You Ready for the World' of Work?; Climbing 
the Ladder in the World of Work; What are the Benefits 
in the World of Work?. Order ID 003 275.17 . (Available 
in microfiche only) * 



GUIDANCE, 
32 pages. 



Los Angelas City Unified School District. 



Teacher resource materials and suggested student activi- 
ties to aid in choice of instruction modules. Include^ 
use of want ads, surveys, business visits, interviews. 
Includes Job descriptions of common e^try-level Jobs 
such as mall clerk, receptionist, dlerk typist. Order 
ID 003 27S.2Q . 
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RECRUITMENT i>AY - SOUTH SAN FRANCISCO UNIFIED SCHOOL 
DISTRICT. South San {^ancisco High School; Margaret 
Purcell. 4 pages. 

A resource document for coordinatiors , department heads, 
or teachers interested in conducting a Recruitment Day. 
Describes a high school program to place students in full 
O time, entry-level employment. Order ID 003.279 . 1 O O 
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VOCATIONAL EDUCATION FOR TH£ MULTI -CULTURAL AND EDUCA- 
TIONALLY DISADVANTAGED. Grant to Bureau of Vocational 
Education, California State University, Long Beach; 
Dr. Robert Runst» 1973» 18 pages. 

State of California » Bureau of Vocational Education, 1973. 
This report is designed for guidance for teachers in iden- 
tifying learning characteristics and in listing teaching 
strategies in Vocational Education^ Keys to success are 
enumerated in order to help the vocational education 
teachers and administrators as they strive to see that all 
students have an equal opportunity to achieve success. 
Order ID 003 275.15. 
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E va I ua t ion /Fo I low "UP /Pe r f ormance Ra t in^ t 

DISTRIBUTIVE EDUCATION EVALUATIVE INSTRUMENTS. Yuba 
City High School, Yuba City. 8 pages. 

Evaluation forms for "Employee Rating Scale,** "Display 
Rating Sheet," and "Advertising: Uyout Rating Sheet." 
Order ID 003 254.10. 
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QUESTIONNAIRE FOR USE IN MAKING SURVEY & FOLUW-UP 
STUUV OF GRADUATES OF THE BUSINESS COURSE. Pennsylvania 
Department of Education, Harrisburg., PA; 1972. 12 pages. 

This publication provides a s^ivle sun^ form for use 
in determining what vocational opportunities exist in 
the businesses of a community and what skills and profi- 
ciencies are required. It alsfo contains a follow-up 
questionnaire for former students to determine how the ' 
school training measured up to actual business needs. 
Order ID QQ3 265^59 . 
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JOB PERFORMANCE RATING PROCEDURES USED BY REPRESENTA- 
TIVE BUSINESS OFFICES. California State Department of 
Education. Bureau of Business Education, Sacramento; 
1974. 45 pages. ^ 

A publication prepared for informing achools pf the 
procedures used by business and industry in the evalo-* 
at ion of job performance of office vorVers* Diffei^ent 
Job performance rating forms used by business » itt'da^^jry 
and govemaient are included in the release from nine 
enterprises. Order ID 003 265^61 . 
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Evaluation/yoIIow'up/PerfonBaace Rat<,n«^ (continued) 

' SOKE SELECTED EMPLOYEE ATTENDANCE RATING PRACTICES FROM 
. BUSINESS, INDUSTRY, AND GOVERNMENT. California State 
Dc'partment of Education, Bureau of Business Education » \ 
Sacramento. 53 pages. 

A publication prepared for infoniing schools, who are 
conducting Business Education prograns about rules, 
regulations, and forms used to rate and record the atten- 
dance aspect of employee performance. Release discusses 
meaning of absenteeism, need for rules and regulations, 
and employee responsibility for absenteeism. Sixteen 
different firmj? from business; industry, and government 
contributed their attendance policies and/or forms for 
this publication. Order ID 003 26^.62 . 
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TRAINING PROFILE. Author unknown. 1974. 23 pages. 

A series of progresis checklists for either self-rating 
or teacher-rating of student progress. Covers basic 
knowledge and duties for Waitress, Grocery Store, Ship- 
ping and Receiving, Service Station Attendant, General 
Office Clerk, and Clerk Typist. Order ID 003 275.10 . 
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QUESTIONNAIRES FOR USE OP A SCHOOL DISTRICT IN MAKING 
SURVEY AND^ FOLLOW-UP STUDY OF GRADUATES OF THE BUSINESS 
COURSE. Pennsylvania Department of Education, Bureau 
c f Vocational, Technical and Continuing Education, 
Htrrisburg, PA; 1972. 12 pages. 

Includes a preface and suggested questionnaire for 
potential employers of high school graduates. Covers 
positions and skills in demand, reasons for turnover, 
standards of performance required, reliance on school 
records, etc. Includes also a sample questionnaire 
for following up graduates of the business program. 
Order ID 003 275.23 . 
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Instructional Resource Materials : 

A LIST OP LAPS. Greater Lowell Regional Vocational 
Schools, Lowell, MA.; Jerry W. Carpenter. 1973. 
33 pages. r^? 

This catalog lists Learning Activities PackAges 
which are available from the Greater Lowell Regional 
Vocations I -Technical School District, 10 Bridge Street. 
Room 302» Lowell, MA 01852, at 50c per copy. There are 
93 items under Business Tech in addition to various 
listings in subject areas other than business. 
Order ID 003 265.39. 
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Instructional Resource Materials (continued) 



GEM - TASK FORC^ - INtSRIM RBFORTS. Mesa Verde High 
School, Camlciiael; Lynda Veatch, 1975. 66 pages. 

Teacher catalog o£ ana te rials for the California Busl - 
ness Education ProRrata Guide for Office and Dlsfrlbu - 
tive Occupations . Includes published text and multl* 
media sources. Order ID 003 275.1 . 
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jleasurereent /Metrics ; 

SOURCE BOOK OF MmiC MATERIALS AND EQUIPMENT. Cali- 
fomia State Deperttnent of Education, Sacranento; 
Joseph Hoffnann. 94 pages. 

An extensive catalog of published utaterlals for teacher 
use. Includes multio^dia areas. (Available in eaiero- 
fiche only) Order ID 003 275.4. 



TEACHING STUDENTS FO MBAS3RE - REPORT. California 
State Department of Education, Sacramento. 13 pages. 

I^eacher resource paper. Describes the theoretical 
base of measurement tasks. Order ID 003 275.5. 
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LET'S THINK METRIC IN VOCATIONAL EDUCATION, Calf.- 
fomla State Department of Education, Sacrament^; 
1973. 26 pages. 

An informative put^lication to provide assistants to 
vocational Educators in instituting the metric sys- 
tem of measure in vocational programs throughout 
California. Includes the history of metrics? funda< 
mentals of the system, advantages, and suggestion*? 
for converting in the schools. Several convereloa 
tables as well as a list of available riducatiomil 
publications are included in <!an appendix. Order 
ID 003 275.21 . 
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METRICATION AND SOME IMPLXCATIONS FOR BUSINESS EDU- 
CATION* Pennsylvania Department of Education p 
Harriaburg* PA; 1974. 17 pages a 

This panphtet will be of help to business teachers in 
bringing metric insucuctlon into business courses » 
particularly business mathematics and typewrlf ^ng* 
Covers both historical and recent developments » as 
well as an escplanation of the system and its vocabu- 
lary. Order ID 003 275a22a 
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Promotional Materfla; 



PROGRAM FOR OPPORTUNITIES UNLIMITED. Santa Barbara City 

: ^^^'^ DlstrlcC, Carpmterta 

High School District. 21 pages. 

This proojotional brochure presents the need for prepara- 
tion with a business education department along with the 
training prograns which would prepare a student for 
eoployment in the Santa Barbara and Carplnterla High 
School Districts and in Santa Barbara City College 
Order ID 003 ICS. * 



u 
u 
















ilred 


■1 

' i 

01 

u 

01 






O 






g 
0^ 




a 


JZ 

o 
« 




C 


> 

01 


W 

G» 
iff 


M 

9 


0^ 
OS 

c: 








0» 
4i 




MM 


01 


1 


m 

& 


JO 
A 


3 




Of 

|4 


• 

o 

At 


44 


> 
< 


9 
a 
us 


A 


B 


c 


D 


E 


F 


G 


H 


I 


X. 



















CLOSE THE "SCHOOL-TO-PUBLIC GAP." Bear Valley Unified 
School District. Big Bear High School. Big Bear Lake; 
Richard W. Burton. 1972. 8 pages. 

This report discusses nethodp of Improving the public 
image of schools through better public relations* 
Order ID 003 265.37. 
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CAREER ADVISORY COWIITTEES IN OCCUPATIONAL EDUCATION 
Modesto High School District. Modesto: Cay lord B 
Boyer. .15 pages. 

This manual provides Infonaaflon about the need, orga- 

?n nSJ*^;c*!jf ^""'^"ons of advisory committees. Order 
IP 003 265 » 38^ 
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ON-THE-JOB DISTRIBUTIVE EDUCATION PROGRAM. Kern Hlith 
School District. Highland High School. 4 pages. 

This is a promotional brochure designed to attract 
and prepare young people for merchandising, marketing 
and management In th«f distributive occupations. 
Order ID 003 267. patxwis. 
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EMPLOYMENT THROUGH WORK EXPERIENCE. Anaheim Union 
High School DlstiMct; George Hanley. 3 pages. 

This is a promotional brochure designed to present 
Information about the work experience program at the 
Anaheim Union High School District and to answer 
frequently asked questions about the program. Order 
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Promotional Materials (continued) 



READY, SET» GOl 
41 pages. 



Kern High School District; Ron Fontaine, 



Display posters designed to promote vocational education 
from Junior High through community college levels. The 
poster series covers various Jobs« what you would learn, 
what you would earn» and what else you should know 
about the jobs. Written in English and Spanish* Order 
ID 003 267.2. 
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HUMBOLDT COUim' VOCATIONAL EDUCATION. Humboldt County 
Schools, Humboldt Regional Occupational School, Eureka; 
1973. 11 pages. 

A promotional pamphlet published by the Huaboldt County 
Vocational Education Office. Order ID 003 267.3. 
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JOB ORIENTED BUSINESS SKILLS - BROCHURE • Pacific Grove 
High School » Pacific Grove. 11 pages* 

Use as model for student introduction to individualized 
CBEPC course. Describes what student responsibilities 
include. Cartoons. Order ID 003 283 > 
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CALCULATOR MACHINE OPERATORS. Santa Clara Unified 
School Di strict » Buchser High School^ Santa Clara; 
Robert W. McGinness* 1972. 3 pages* 

A detailed outline of objectives developed as a pre* 
liminary step In devising goals ^ objectives* and skill 
tasks for a certificated program Involving calculator 
machine operators. Order ID 003 121*2 . 



SENIOR INTENSIFIED PROG .AM IN JOB ENTRY -LEVEL TRAINING 
AT GAHR. ABC Unified School District » Gahr High 
School, Cerritos; Sandra Neher* 1972 « 87 pages* 

The Senior Intensified Program is a two-hour block 
class. It is a model for use by teachers In develop* 
ing a job entry-level training program. Includes 
instructional materials* (Available In microfiche 
only) Order ID 003 242.2. 
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Mtscel laneous (conf.lnued) 



WRITING PERFORMANCE OBJECTIVES FOR BUSINESS STUDIES. 
Marin-Sononia County Workshop; 1972. 17 pages. 

Presents the what, why, and how of^ehavloral objec- 
tives together with typical objectives for typewriting, 
shortlijind, secretarial office practice, bookkeeping, 
and retail merchandising. Order ID 003 249.4. 



Roger W. 



HOW TO WRITE A BUSINESS RESEARCH PAPER. 
Premier; 1971. 14 pages. 

This student LAP is designed to help a student deter- 
mine if he is ready to do a research paper. The pre- 
test will direct the studenCT either toward doing a 
research paper or toward further study on how to pre- 
pare a business research paper. A posttest (no key 
included) would determine how ready the studeftt Is to 
do a research paper after he has studied the aterial 
contained in the LAP. The student is referred to nu-ny 
reference books. Order ID 003 263.16. 
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CERTIFICATE OF OCCUPATIONAL PROFICIENCY - CBE JOURNAL. 
Bear Valley Unified School District, Big Bear High 
School, Big Bear Uke; Richard W. Burton; 1974. 18 
pages. 

A copy of the certificate and booklet describing the 
vocational program leading to the Certificate of 
Occupational Proficiency in sixteen occupations » as 
listed in the Dictionary of Occupational Titles is 
included. Also included is an article appearing in 
the CBE Journal written to promote and explain the 
certificate program in the Business Education Depart- 
ment of Big Bear High School. Order ID 003 267|.4 . 

GREGG O.J.T- PROGRAM TESTS. Santa Clara Unified School 
District, »Dchser High School, Santa Clara; Robert 
McGinness: 1975. 34 pages. 

PosttPsts for Gregg's On the Job Training Program. 
Includes OJT numbers 701 through 715. Keys are not 
included. Order ID 003 275.8. 
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DESCRIPTORS 



Mlscel laneous (continued) 



CLERK TYPIST - RECEPTIONIST (1 of 8 mods). Los Angeles 
City Unified School District. U pages. 

Student study guide to accompany Modem Clerical 
Practice, 3rd edition, by Friedman and Grossman, and 
About_Her»by ^drews. Includes competency tesi and 
key. Order ID 00j> 275.12 . 

ORGANIZATION OF WORK. Los Angeles City Unified School 
District. 12 pages. 

Student activities to increase awareness of the need 
for organisation of work and to help students be 
organized. A self-contained unit. Can be used in a" 
variety of situations. Order ID 003 275.14 . 
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CIVIL SERVICE PRF.PARATION. Los Angeles Cify Unified 
School District. 25 pages. 

Teacher's lesson plan and a series of three tests which 
cover letter and number perception, number and word 
comparison, and spelling. Keys are included. Order 
ID 003 275.16. 
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SlUCTKD iftiC MTBULS 



Bumaor Bosmss micATioit 



DISnXBOTIVI OCCOFATIOHS 



rood Dl.trlbuclan - 04.06 



EO 021 982 



Currlculuai in rood H,BUllng .ad Dl.trlbotKm. A Guld. For Sxp*rtiwi.e«tion in Bigh School .nd fo.t BlBh School Voc- 
tlonjl Tr.l«to.. StlU. .«d Other., Conn. Dnlv. 8p«. Agonc" - Co«,. St.t. Oopf. Tf S« Ju. OK^J^S-mX M 



C«aor»l Wrchandf.tna . 04. 08 
KD 012 399 



SaUa ProMttoo. A Suggvatod Adult Distrltutlvc Education CourM Outlloo. Bv B»bfn At.n t rt»K-.- . « .. 

Stat. Eduction 0«pt. Albany My ,«| -Bui 1-166 Pub D«t. 66 2^ ^ Bjr R«Mn, AUn J. .od Oth.r.. York 



RD 017 651 



^c™^ato"Jo;;!IcJ*i°^* S'r'"fS!r/V*'^'*'"'i:*^ Kd«ctlon. L.v.ado.».kt. J. C. CaUfoml. State D.pt. of Eduction. 
Soeramnto Coancil for Diatribittiva Taachar Bdoc. COTE-Prefeaaloaal-Bull-7 Jan. 66 39 P. f ' bouwciwi. 



ED 017 712 



I?* S;!*'''^""' Oiatrlbuttv Eduction In Florida High School.. Plorld. St. Dapt. of Eduction. Tallahaaw. J.n. 

ED 017 713 ♦ * 

Salf.Study Progr«« In R.tall Stor. Operation.. Unlta 1-13 .nd Study Culdo. Q«.k.r O.C. Co. Chlcgo, III. 1965 777 P. 

EO 018 562 

A Pir.t Look at Diatrlbutlon. Iteahingeon Stete Board For Vo«at. Bduc. Oly^la. Aug. 66. 282 P. 

EO 018 6SS 

Participation BKport.nc.., A Handbook for Projoct Taachlng A Manual For Vm with "A Plr.t Look at Dl.tribution " 
Waahlngton St.to i>t.ttlb«tiv Eduction Courw Outlin.. He8.B.«, g.L. and Otbir.. Ju" 67?^ 88 P. 

8D 019 412 

LciL^rrKV Dtatrtbutiv. Education. A iaport of Th. Fir. Stap In Tha B.Marcb ProJ.ct. "A Co«>.f»cy P.ttaro 
Approach To Currlculu- Conatructlon In Dl.trlbutlva T-achar Eduction" Crauford. L. C. Rap. CDtE-P^aSt-Bu!"!™ 

ED 019 473 

A Pilot ProRra- Cewparlng Cooparattv* and Project Maehod. of Teaching Dl.trlbutlva Kductlon PemuMn B Jr J^lnt 
Coun. on Econ. Bd„c. l«.t..».Y. RepMlo. Br -5-0048. Hatlonal Bu.iLm Bduc. A.an J^t ac'r-S^^^^ 
CD 020 419 

Jl^nSllr^ Bducri^'rr}^!"-^! Cooparatl*. Hethod. of In.tructlon on Selected Contend., in 

tri.tribucwe Eduction at The Secondary Level. Racareh Report Rc. 4. Ferguaon. Bduerd T Jr Mteh^I 

Ua.ing. Dept. of See. Edue. Apr 68 22 P. »^B""^. Rttuara x., jr. nieh. St. Wnlv., Beat 



ED 020 421 



A^Ca^ae Stud, of Veakneaae. m Coordination Practice.. Dorr. Bugene L. Council for Dlatrlbuttv. Teacher Educ. 1962 
ED 020 423 

Reading. In Oi.trlbutlv. Educ. -The ProJ.ct Plan of In.tmctlon .nd Related Teacher Educ. Selected Pener. Fro- the ti.r 
ED 020 427 

!*JJ*Il«;t';i ^r'^JTilL^^r i'*" rn.tructlon 1« DLenbutlv. Educuon Through Te.cher Eduction. Pro- 

l*ct Report Ho. 6. Michtgen St. Univ.. Ba.t Un.ing Dept. of Sec. Educ. Apr. 68 99 P. 

O -132- ^ 

ERJC ,140 



KD 020 42S 

CulteltM* for IvplMtnt 'og Tha rrojset rira'of Instruction in Diitributivo Education in Tbo Schools. ?ro]«ct Rsport 
No. 7. Rlchiiiin St. lfni\ . » B«tt Uniing» Diipc. of Soe. Bduc. Apr. 68 

ID 020 647 

FaclUtlos and l^ulpMnt for Diotribntlvo Education FrograM. Trittpc» Adrian and Qthars. Vaatarn Michigan Univ., 
KaUMsoo 1968. 7Zf, 

ED 021 135 ^'^ 

Tht Dijitributiva Education Curriculutt at Evaluarad bf iusinaawan and Diitrlbutiva Iducatioo Studants of Utah. Pinal 
RapocCf; Lovalass^ Austin Egao^ Ronald, Utah Ea»aareh Coord. Unit for Vocat» and Tach. Bduc. W-6-3a46 
OEC -4:7-063046-1612. 1968 ""34?. 

ED 022 041 

The DumioodT Papars» Eaport of National Tralnlos Coofartnca For Diatributivo Education (l«t HlnneapollA, Aug. 14-2S» 
I939> Knoufte* Eano S. Via. 0nlv.» Nadlton DlatrlbutiTO Sduc. 0£f.*Ete. Sapt. 67 93? . 

ED 022 042 

Suparvistoo Conaidaratlona of Studant taachlng In Dlatrlbutiva lAication. IU11» Cbaatar 0. Bonllng Cradn State Univ.» 
Ohio Dapt. of Buslnafta Education. Council for Diatributiva Taa^r Education. 67 39F. 

ED 022 045 

Audio-Vitual Instructional Natarlala for Diatributiva Education* A CtaaaiCiad Elbliography, Final Raport. Uvandovtkl, 
J. C. Idaho Stata Board of Voeatimal Educ. Bolaa^ Idaho, Bt. Najr 6S 112?. 

ED 022 862 

Neadad InprovoMnta in Diatrlbutiva Taachar Education, Enouaa. Eano S. Council for Dlstributiva Education. Michigan 
Stata Univ. Eaat Lanaing Diatributiva Taachar Education Sarvlca 1964 26?. 

ED 022 903 

Soarcaa and RecniitMnt'of Dlatrlbutiva Education Taachara. Mllla, Chaatar 0. Bowling Crcen Stata Univ., Ohio. Dept. 
^f JBuaioeaa Education, Council Po|; Diatributlvc Taachar Education 1967. 36P. 

ED 023 889 ' * ^ * 

DevelopMnt of A . • ing Inatructlonat Sfata* For Diatrlbutlva Education. Final Raport Bo. ft. Ertel. Idaho Univ. 
Focatallo Dapt: of ^u. tfaah. Stata Coordinating Council for Occupational Educ. 01]niq>ia. Vaah. State Univ. Etc. 
Aug. 1968 49?. 

ED 023 931 

Vorkahop Raport. Diatrlbutlva Education Project Davalopaent Vorkahop (Rutgam Univ. ftav Brunavick, June 19-30, 1967| . 
Via. Univ. Madlaon Sch. of Educ* Spona. Agancy-Offlea of Education (OSBH) tfaahington, D.C. Etc. 67 216?. 

RegiouAi Vorkahopa In Project Davalopnant For Diatrlbutlva Education Curricula. Final Report Semen. Spona. Agency - 
Office of Education (oaBW). Veehington» D.C. Bureau of Reaaarch. Dec 67. 44?. 

ED 023 933 

Vorkahop Report. Diatrlbutlva Education Project Developnant Vorkahop. (Vie. Univ. Madieon. Jul? 30*Attg.ll 1967). 
Via. Univ. Kadlaon Sch. of Educ. Spona. Agency-Office of Ed. (DBBV). Veah., D.C. Dlv. of Coeq^rehenalve end Vocetional 
Ed. 67 199F. 

KD 026 849 

Inventory Syatewa Uboretory^ Final Report. Reddor. Johna Bopklne Univ. Baltiiaora, MD. Spona. AG-Office of Education 
(OIIEV) Veah., D.C. Bureau of Reaaarch. Bureau Mo. Br-7-C-015. Jan. 68 136?. Contract -OBC -070015 -311 1 . 

ED' 027 383 ^ ■ , 

Pilot Trelnlng Project for tcechera of Diatributlon and Marketing. Focualng on Reaponalbllitlca For Careojl Developoirnt 
Tennyaon. Heyer. Minn. Univ., Minneepolla. Coll. of Educ. Spona. AG-Mlmi. State Dept. of Educ, St. Peul. i5 Dec 67 

95P. 

CD 027 428 

Survey to Deteralne Appropriete Otcupetional Prograna in The Field of Diatributlon and Merketlng et Varloua Levela of 
Education Etc.» Peck. Denaan. Vaahlngton Univ., Etc. Spona Ag.-Off • of Bd»» Etc. Jen 68 403P. 

ED 027 429 

Survey to Detentlne Appropriete Occupational Prograna in the Field of Dlatributlm end Merketing ec Vertoua Level a of 
Education. Etc. P»ck. Dennen. Spona. Ag.-Off. of Educ, Etc* Bureau Mo. BR-5-1327. Jen. 69 181 P. G rent -OEG -4-6- 
03127-1724. 

ED 029 635 

Buaineaa'a Beat Seller'-It'a Callad Retailing. Barnard, Loulaa. 69 6P. 

ED 028 250 

A Selected and Anootated Bibliography Reletea to Cooperetlve end Project Methoda In Diatrlbutlva Education., Etc. 
Ferguaon Michigan State Univ., Eaat Unalng. , Etc. Spoon Ag.-Off. of Bduc. (DH£W) . Veah.» D.C. Apr. 67 121P. 
Contract -OEC -8511 1. 
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ED 031 S84 



^ 032 039 



£D 032 393 

rTS.::.s:^r 'r.^?'ir-55r S5::::i.r.i-:.r.r3z»"-;..":?s:.!i!x:- 

ED on 

Grant -OBC -6 -83 -(»<.. «».-vik. ot B<iuc. (DHEV) . Vash., D.C., Bureau of Ret. 31 Dec. 67 317P. 



ED 032 386 



248P. 0EC-6-8S.044. i«cMP«rg. spoo*. Ag.-Off. ot Ed. (DttStf) W.,h., D.C. Bur«eu of Ree. 31 Dec. 67 



BD 032 a35 



OKC-6-8S.044. Virgin*. Polytechnic In.t., BUck.burg. Spons. Ag.^ff. of Bduc, Etc. June 69 250P. 



ED 032 384 



ED 03 J 089 



VJJ WOT k 

A<?comitifig and Cocipti^^nft . 14. Ql OmCB OOCVPATIOIIS 



ED 016 837 



''°'^fr-i'i^rT^r.rV:i'Li^ ' - ». — .... «... 

Butlnegg Oof PrQceffin& Svt— . 14.02 
ED Olfr 861 « 

BD 017 660 • / ^ 

"i'::;,^'';;"'^;;:^'^"* occupation.. S«gg..tad C-mcuU. Offlc. of Eduction (DHBV) 

ED 023 927 

■:rH^r— ^^^^ 

BD 030 711 

s:::i:r:'s4:::'s:!!sv4.'j:!~s:;;.'':5- j,T*-j:s?„V-sn'-.T4r*""""-- • 

Plittift> Offtc» ItochUnea^ and CfM^^l Office Clyy tya^ . 14.03 
. BO 010^195 

Office Md Business edve#Cflpn Tsscher Trstning Clinics. By Cook Prod S Um^m vr^t*^ it..< ^ it ^ »^ 
Detroit, Nlch. W.6M522, 1966. 97P. DBCO-d-061S22^>37: " Educstlon, 

ED 016 830 
ED 017 626 

l».tn.ction Matarlala. to«a Sfta Dept. of Public Io.tr.. Da. Holn.. 6651.t36WB 

•0 017 635 

O.e. Individual lo.truecton itateriaU. SuppleMot. Iom Se«ea Dept. of Ftebllc laatr.. Da. Moin.. 26W.109VB 



erJc V- 



FttiOE. Otticm tecMifi, and Cott^I Offtc» CUrical c<^t*d, 
CD 017 6Si 

Office lUchlMt UMd in Eu4ilM«» TtidMf. An Afi»ot«t«(d aftd CUtatfiad Bibliography for tha Yaara 1938 Through 19M. 
Cook» frad S. Mmym Scaca Univ.» !>atroit» Nich. Jan. 65 

ED 017 666 ' 

Office Uueatlon and OiaCrtbuiiva Educiicion Taaehar-Coordinatora» Critical RaqutraaMrnta and RaaaonaO^dgiaanC Coaifiari* 
sona. A Brief SuMiry of a4>octor»t Oi a«areactoo. Harria B. Bdvard. Kortharp IHinoia Vniv. Da lUlb Council for 
DlaCrlbutlva Taachar Rduc* CDTS-frofaaaion«l*Eull*8. Jtm. 196} 63?. 

KD 017 721 

riling and Rplatad Occupariona. A Suggatcad C»rrici»l*i« Guide. Offica of Education (OKEV) . Vaahington^ D.C. South- 
Haataro Publiahlog Co.. Cincinnati » Ohio. 1967 t09F. 

ED 018 ^63 

Salactod Rntry Offico Joba for (ha High School Student. Report of Confarancaa vlth Oovarfiaent. Buaioeaa and Irduatry 
Calif « State Dept. of Bducatioo. Secraaento. Jul. 65 65P. 

ED 018 564 

Office Occupation Frograaia Under the Vocational Education Act of 1963* Report of a Southern California Conference* 
Californie State Dept. of Education. Sacraaenco^ 1964 » 37P. 

ED 018 583 

Offica Nachlnea Vaed in Euainaae Todar- Cook* Fred S.|Maliche» Eleanor. Vayna State Oniv. Detroit^ Mich. Dec. 65 57P. 
ED 018 663 

BOOST- *8uainaaa and Office Education Student Training. Freliaiinary Report. Ruffaan. Rarry. Ohio State Univ. Coltrabue 
Cancer for Vocational Educ. Report Ro. 0SII^<Vt«RES-14. 67 270 F. 

ED 018 665 

Cluatere of Taaka Aeaociated t#ith Ferfomance of Kajor Typea of Office Vork. Ferkina Edir. A.^ Jr. end O lara. Waahington 
State Univ. Fullaan. Report Ho. VSU-14. Report Ro. RR-7-0031. drant OBG-4-7<-070O31-i626. Jan. 66 2lv P. 

ED 019 476 

Pra-Sarvice Education of Office Occupationa TeAchera. Kilehenatain^ Dolorea* Texaa Technological Coll. Uihbock^ Dept. 
of Buaineaa Education. Rap. Ho. BR*7-O450. Grant OR:-1*7*0704500524. No. 67 81P. 

ED 021 136 

Opinion of Educatora on Block -Tine Vocational Buaineaa and Offica Practice Claaaea. Final Raport. tovelea«» Auatin C. 
llolMe» Cart. Utah Raaearch Coord. Unit for Voce t. and Tech* Educ. IR^e^'IO^e OEC*4'*7-063046^1612 1968 20P. 

ED 021 137 

In-Senrice Education of Offica Occupationa Teeeher^oordioatora^ Pinal Report. Raedp Jack C.^ Vright^ Lucille E. 
Univereity of Rortbarn lom» Cedar Fella BR-7-0542 OK-3-7-070542-2968. Apr. 68 232P« 

ED 021 140 

A Taxonomy of Offica Activitiea for Buainaea and Offica Education Intarin Raport. Reaaarch 12, Ruffaan^ Harry and Othara 

BR-7-1223. OfiC-1-7-071223-5134. JuU 68 164F. 

ED 021 9H7 

Adainiatration and Superviaion in Buainaea Education. Ranaen^ Kenneth J.» Ed. Lilae, Farker» Ed. National Buaineaa 
Education Aaaociationt Vaahington^ D» C. 65 356F* 

ED 022 864 

A Study of The Opportunitiea For Ra^uirananta of and Rnotfladgae^ Abilitiee^ i|nd Related Charactarigtica Needad By Begin* 
oint Offica Workara in tha State of Conn. Vith lapUcatidna for Buainaaa* Etc. Burton J. R. end Othera» Etc. 67 214P* 

ED 022 909 

Advantaged and Diaadvaataged Rural High School Cirl'a Parceptiona of Office Hork. Naataraon Albert C. Ohio State Univ.» 
Coluabua. Canter for Vocational and Technical Education. Jun. 68 232P. 

ED 023 894 

A Plennina Study to Oatemina tha Peaaibility of Developing a Rati Buaineaa and Off. Educ. Curriculun. lanhan. Moonahot 
*-an Off . T^ccupation Curriculum. Final Report^ Ohio Stata Unlv.|, Coluaibua CTR» For Vocational and Tech. Educ.» Etc. 
Jun 68 122F. 

ED 029 089 ^ 

Croaa -Culture I Veluaa in Offica Education «itb Bapluieia on In-^Setviee Teecher Educ. Report of a Regional. Inat. tfinnett. 
Chio State Univ.p ColuabuOt Etc. Spona. Ag.'^ff. of Education (DHBV)^ Veah.^ D. C. Sap. 68 69F. 

ED 033 232 

DCVR Frojecta Ralated to Adult Education^ and Frojaeta Ralatad Wholly or Partially to Offica and Diatributive Occupationa. 
Jul. 1^ 1964--Jun. 30» 1969. Off. of Educ. (DflBV)^ Vaah.» D. C. Div. of Coaiprahenaiva and Voc. Educ. Raaearch 7 Jun 69 
15F. 




Ill iliiil 



yiUnji OgfU# t<»cNiri#i, mud C^mimI Office Clff j^ ff 

Praeticus for Si«ulat«4 Ntfhoda io Office OccuMtieo BduMtion Vir^t ti^^^ u^^ ^ ^ . 

Jan. 6», lOOP. 0eC-0-8-O80349&-3W8(085) s loa. (mwv) lteth.»D. C. Bureau of R«March. WI-8-03W. 

eo 016 CK8 
EO Q17 718 

Sugstacioni For A High School Voc.tton.1 St.nosraphar Progru A Vork.ho» B.»arr ak* 

Coli»bua Bo„Hng cr«n Stata Onlv. Ohio, Sua. iduT. UpT.^h. 67 IWr * Auction. 

ED 019 <i84 , 

to 020 419 

'""'"^ ^•»'" O«v.lop«„t, Swa„.on. John H. Colorado Oaiv., Boulder Har. 68 Contract OEC.6-85- 

ED 02J 78J 

ms;!''6f 'mp''*'^*'-""' "aoographic Progra. T.nt.tlv. R.port (Report on th. Currlculu. «or..hop. j„„. 2. 

ED 02 « »30 



Ct.nt-OK:-)t6-(»2181-aO;» •«««:,-0(f. of E<l„c. (OffiV). U«lh. D. C. B«r..u tto-U-t-zm . Oct. 68 451F. ,' 



BdMC, Btc. Juo. 68 vowunity Coll. Uvol ta Mich. Bdwarda. Spoo*. Ag.-Hieh. Stata Dopt. of 



£0 027^423 



80 0;!9 ^20 

9p«m«. Ag.^tc. Of Ed., Btc. m-7-0lS8. Apr. 69. Craat-OSC-3-7-000158-2037. 

ED 029 129 



ED 029 129 

cenaion Sducatioa 

liMo ftelatiotii. S 

t ,^ 

Tvpirtu and Re U cad . 14 ,09 ^ 

ED OIH 630 



I^Ucaeton.or R.,..rchfurT..chlngT,pe^rtttng. Dalta Pi Bp.ll a*«.rch Bulletin 2. H.at Uonard J. 62 <.0P. 
ED 014 SIO 



KD 026 518 

A Co«|>ari«4>n of A Haatar taacher and Inatructlonal AaalatAnta in A»i-M.i-«^'^QK^^«.t.>^^ ^ ^ 
ED 033 229 

r^o^i^Ji'sjjna^of'E;:::^^ oT'zzt t^T''^ j'^t "^^'^^^^ ^'^^^^ ^^-^^ va. 

3 9-09006-0019^010. ^^^^ »«raa« of Raaaarch. t«r«a« No. M-9-C-006. Aug. 69 29P. Crant-OEG- 



BASIC BUSINESS 

BMatneaa Lay - 88.01 
ED 0)0 UV» 

»rs;:.::i:r»r,..:.'z;r::''.riiro.:'"'.i° """" "~ ""••">» *»--'• 

ERIC 114 



BD 019 428 

teoBMlc KtfueaeiM ia thm Blgh Sehool. Mport of • BaaiMftt Bdiieatioo Advtawy CoMlttM on Beoooaie tdocAtion (San 
Fr4ifi«iaro» Ctllf • I>«e. 13-14^ 1966) Calif. Seaea Otpt. of ttftteatioo. Saer«Mneo» 66 17?. 

Cootutr Rdttotloti - M O) 

BD 016 BOS 

Pilot Tr«lning Project. BoM«t cm Directed Occupational Cspariacica for Taachart of Ntrkotiog m4 Distribution. noyer» 
Vftrran C. mnnatota Uoiv. . Niniwapoli* Col* of Education BR-6-1594 30 Jon. 67 149P. OBG-3-6*06im-0660. 

EE> 016 906 ' 

THa Nfttional Ltadarship Confaranca on Contumr iducation And rtntncial Plamiicn^(Koryl«od Onivartlty, Collaga Parkp 
Jul. 16-19, 1966) » ProcMdlnga. Maryland Univ/Collaga Park. Cn. of Adult Bdnc. 1966 lt6P. 



KISCBEXMBOtfS VOCATICIUL 



BD 016 039 

K Pilot Projact in PrograMtd taaming tottxtand fha Purpota* snd tnerasta Pactora of Motivation* lanhanp Prank If. and 

Othar*. KichiMo tfoiv»» Ann Arbor p Scbool of Bdu6ati«i» Michigan St. Board of Control for Vocational Bdtic. Qfl^-OiA^Pgaj^ 
0S692. Oct. 63 90P. 

ED 016 049 

Dftvaloping tba Occupational Euaioaa* Education Progran in Thm SmII Hig^ School, Buainaat Education Currlculun Devalopntot 
Striat. Aikio» Branton B. California Stata Dapt. of Bducatioop Sacrananto. 1966 20^. 

ED 016 031 . 

MDTA Bualnata Education Projocttp Cailfomia Stata Oapt. of Education. Saeraaanto 1965 79P. 
ED 016 869 ^ 

notional Saninar To Inprava tha Usa of Touth OrganiMtiont in Vocational Education aa Taachiog Davlcet. Pinal Beport. 
tuatar» Gaorga L. Bantucky Univ. Uxington Callaga of Bdueation ^BB'*7-0494. Oct. 67 Ifk? 006*1-7-070494*3393. 

ED 017 645 

Buaineaa Bdueation Standarda. PannayWanla Stata Oapt. of Raalth» Barriabntg* Mar. 66 18F. 

« 

ED OlS 294 

CarrlculiM Goala for Raglon 3. BroMip Stuart t. South Carolina Bagion S» Educ. Sarvieaa Cantar. 1 Pab. 68 lOOP. 

6 

BD 018 364 

Offica Occupation ProgroM Ondar tha Vocational Education Act of 1963. Baport of a Sontham California Confaranca. 
California Stata Dapt. of Education. Sacrananto» 1964. )7P» 

BD Old 363 

Baaaarch Training Inat. For Paraona in VoeatioMl Bdueation Participating in taa. and Dav. Activitiaa. (Juna l3-iA«g. 12 » 
1966) UMr, Carl P. By. Baa. Ponndatioo* Uxtngton. Baport Bo. BB-6-'2343. Grant OIC-2-6 -062343-1349. Aug. \ 66 
88P. 

BD 018 376 

Uadarahip far Vocational Bdueation in Califomia--Thaory oodi Praetlca of Program Davalopnant, Stamary Baport of tha 
Coaatal» Cantral» and Sontham Bagional Confarancaa. (Jan. -Pab. 66) Cal* Univ*p loa Angalaa» Etc. 66 1$7P. 

BO 018 398 ^ 

Sanpla BnaiMaa Bdueation Training Plana Conditetad Ondar Manpowar Oavalopaant and training Frograna. (For Bavian 
Purpoaaa). Calif. Stata Dapt* of Bduc. Sacranonto 64 SOP. 

ED 018 640 

Buaioaaa tlork Baparianca Education Prograna an Oparational Handbook. I«vandovaki» J. C. Aikin» Branton B. California 
Univ. of Loa Angalaa» California Stata Dapt. of Bdueation. SacraMmto 63 77P. 

BD 018 666 

A So If -Evaluation InatruMot for tha Buainaaa and Offica Education Prograna in tha Saeondary Sehoola (A Trial Doeunant). 
Addiaon^ Bobart T. Ohio Stata Dapt. of Bdueation. Colunbua» Baport Wo. OSDB-B0LL«4. Jun. 67» 40P. 

BD 019 300 

Education For A Changing Vorld of Vork. Baport of tha Panal of Ccnaultanta in vocational Education. Offica of Education 
(D|IBII)« tlaahiagton» D. C. Baport Mo. OB-80021. 64 307P. 

BD019 314 

Diractory» Prograna of Vocational Education in Tha Unitad Stataa. Littla» J. Eaoaath Soaar» C. C. tfiaconain Dniv.» 
Madiaon. 66. 334P. 
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ED 020 431 . • 

J«rE''^i;Il2'l^^^^^ 'SltrirrTi'^^'rir' (S.pt.a^er 24^29. 1967). U.6.r^ip 15. Vivian. 

NMl E. »of£cMn. tenneth B. Ohio Stmtm Univ.. ColiMtt^ut. C«ntttr for Voc. Educ. 1967 275P. 

ED 0^1 156 

UntJ* ^'t£caS'^5!l'^ ^iil] Occupatioc^l Opportunities m H«bra.lc«. Nebr.tica to...rch Coordinating 

£D 021 

Crtttrta tot EvaiuAting Instruction in Adult Education. Los Angeles City Schools^ CsliC, 1963 SOP. 
ED 021 953 4 

»I Enphssls on ?u 



^tI P^Pil* of Difffsrent Ability Uvcls s.itH Special E«ph*.ls on Pupils EKperienclng 

Difficulty, thonpson end Others. Nsw York State Educstion Dept . Albany 64 51P. ^periencmg 

ED 021 955 
ED 022 OOS 

• Currtculuai ?toJ«t . n,u BKp«rl-nt.l Progr.. For The Cnr.l St«d.at. Ford Foundation, Nev York. N. Y. 

€0 022 06) 

ReMarch VtMblUty Voc«tioQ«l Education for Clrl. and WoMn, Uw, Cordon F- Qcti 1968 16P. 
ED 022 85J 

t7*^"lSp" Eduction in Florida School.. Bull.tln tlu. 72. Florid. St.te D.pt. of Eduction. I.lUh«..ee. 

ED 023 1^9 

JJIJ/^r^sJi. * '^^o-.^t,4 Bibliography. Davl., Harold S. Education lte.a.rch Council of Creafr Cleveland. 

EO 02} aio 

Mut«!^*J.;' S^in"m''**» Co,p«t.ncla. N-dad In Of f . .F.r» A8ricultur.l Supplla. 8ualna.«... Teachcy 

rgM::i::r:rEd!'^::io:!'Ttc'/ ;:;.'66 ^^^ y^ ^-"^^ in.truction. H.rri.h«rg. 

SO 023 349 

J™^T^ t^^"^^ Counselor Evaluation of Occupational Information. Vocetional Technical Report. Perrone, P.A., 

S C ipr. ir^5^ • Xiiduatrlal geUtiona Eea. Inst. Spons. Agency^Mationallciance Foundation /wash., 

EO 024 837 

o5*!r?L?'^?^fI*tr.i\'^"^?" Teachar Education .Pragr«s to Prapare Teachers For Culturally Different Youth. Report 
^ of An Inst. (Te«pU Univ , June 3-l4» 1968), Ohio State Univ., Etc. Jun. 68 146P. 

ED 025 587 a 

;:;ij:^::t:'' S:«l:::i."rS!r:- coordinating unu For occupational «.«.rch and 

ED 025 S93 

Annotated Bibliography of Instructional Media. Vocational Education ior Th. Deaf. Training Manual. A Report of the 
Morkthop, Etc. Spona. \g.-Off. of Bduc. (ORBII) lla.h..D. C. Captlonad Fll«. for Th. Caf Branch. 67 196P. 

B> 025 654 

A Pr.lt«lnary Evaluation of Rlchsond Plan Prograa. (Pra-T.chnl,:al Plan) in Secondary Sch. Final Report. Klncaid 
Kaallton. Stanford Raa. Inac. Etc. Spona. Ag. -Off. of Ed.. Etc. BR-5-1337.1 Aug. 68 272P. OEC-4-6-00(W3l -0709. 

BO 026 512 

New Media m Teaching The Buelr.-.a Subject*. Rational Bualneee Bducetlon Yearbook. No. 3. Sweniwra. Edwin A Ed 
Retlonal Butlnaas Education Aaaoclatlon. Vaahlngton. 0. C. 65 210P. 

ED 026 513 

Bualneaa Bducatlw. An Evaluative Inventory. Netional Bualneee Eduction Yearbook. No. 6. .lall, J. CurtU. Ed . 
and Othere. Rational Buslaaa* Education Aaaoclatlon. Waahlngton. D. C. 68 386P. » • - 

BD 026 514 

selected Reeding in Bualneaa and Office Occupetlone - Designed B.peclally for the Claa.roo. Teacher. Trevla. Mlaellnii 
National Bu.lnee, Education Yearboo!.. No. 5. National Bualn... Education A.aocl.tlon. W.rt.lngtoo, D I. i 3MP. 
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A Cul(l« f(fr PUtmlag raeilttitt* for Occupatlmttl rnpartkiloa Pratrau in BualMas Mil Offiea OeeuptttMa. S^ldtn. Ohio 
Sfcftt« j!ai>^» Coli«b«»«, etc. Spoos. Ag.-OCf. of id,, tte. inrMu llo.-M-7-01S8. Nov. M 9IF. GrAfit-OKC-3-7-OOOl58-20)7 . 

to 027 464 f 

SmII luelMffft KociRgoMnc. fart I» 4 ^ggt«e«d Coorso OutllM. Mtv York Stoto Battcatian Oopt.» Albany. Bureau oC Boaic 
Cootinulog Bducatioa. 68 77?. Raviaod Bditioo. 

BD 028 

InvolvaMOt. loaarvlea Butinaft Taaehar Ihrograaa Uading to A iatcar DndaratandlDg of StudaiUt tfith S(>acial Naada. City 

Univ. of Hav Tork» N.T. ttuotar Coll. Spona. Ag.-Off . of Bdue. (DttBtf)^ tfa«h.^ D.C.. miio Stata Oniv.. Coluabua» Btc. 

68 14 »F. 

BD 031 566 

CuidallMA la luaiMiaa Bdueattoo 1968. Haw York Stata Bdueatlon Dapt.» Albany. Buraau of Occupational Education Betearch. 

69 57F. 

BP 031 848 

Tha Itodification of tducatioo BquipMOt and Curriculua for MaaiMs Otilieation By Phyaically Diaablad Parftona. Etc. 
KftMrich. VallaMn* Hunan Baaour cat CTt. li.T» Spona. Ag.-Off • of Bduc. (OBEV) » Vath. » O.C. 69 86P. 

BD 033 992 

Inatnictional Katariala for Urban Seboolt* A Bibliography of Multl-Bthnie Taatbook«» Bte. Aaar. Educational Publiahert 
Inat., ttau York. W.Y, 69 63P. 

Buatoaaa Hathanatlc^ * 99.01 

BD Old 367 

Buaioaaa» Industrial Art9» and Ganaral ConauMr Natbasatlca Guide. Tantative, Vin«tt» Larua* Utab Stat<i Board of 
Bdur^tiott. Salt taka City. 66 123?. 



BD 022 68^ 

Buainata Kathaaatica for Higb Schools. ' fiw York City Board of Education^ Brooklyn^ N.Y. Buraau of Curriculun Davalop** 
wot* Fab, 67 80?. 

^uaioaaa Cowwunlcattona * 99.02 / 
BD 022 451 

Study of fraquancy of Errors and Araaa of Vaaknasaaa in Buainaas Cr aai u njpcatlons Clasaas at Rapiolani CoMunity Col. 
Vahara» Sotchi« Jan. 68 17?. 
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ABSTRACT 

This unit is to be used in a beginning bookkeeping class 
with high school students. The un<t Is designed to assist 
the student in finding his own errors when his trial bal- 
ance totals are not even. Answers for post test found on 
page 127 of Century 21 Accounting. For ^use after studying 
Chapter 8 of Century 21 Accounting by Boynton, Swanson, and 
Forkner, South-Western Publishing Company, 1972. Makes use 
of transparencies and projector. 
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PIYS EASY S TEPS FOR ARSTBAr^n>»n 



be factual, 
neither a book 



STEP ni 
STEP IV. 



thi!l?rr*'' • ^"J*"' deacrlptlcm of the content of the document. It a.ust 
objective, and completely faithful to the intent of the author, it il "eit 
review nor a critical essay. uMitr. ic is neit 

STEP 1. Complete SOURCE section of the form. 

STEP 11. Classify . the document by placing a check oark to the left of the 
appropriate item in the CBBPG or SPECIALTY AREA coU,«n. If the 
document is classified inder CBEPG, write the co«pet«ncy number 

i^ber.r''' ^"'^ ' '•'•'^ competency 

EXAMPLE: For an Adding Machine document: ^ Cot«on Core ^101 
Print or tj££e the TiTLE of the document in the space provided. 

^lite the ABSTRACT usJng the following guidelines: (See example in 
Appendix of BEDDS catalog.) ™opie in 

(a) Scan the document to obtain a general underatar. of 
its content. 

(b) Describe the document by checking appropriate descriptors. 
^""^ pr^ided* ^^^^^ ''^^"^ submitted and record total in the space 

(d) Write the ABSTRACT: 

(1) In the first sentence, indicate who will use 
the document. 

(2) In the second sentence, give a concise state- 
ment describing the content of the document. 

(3) Identify specific t ext materials requir ed 
(author, title, and publisher); specific audio 
visuals required (title and source); and 'a'pe^fic 
equipment raguiri^d (name, make, and model)! 

(e) Be brief. Avoid unnecessary expressions and value judg- 
ments. Do not embellish. Do not paragraph. 

STEP V. Staple the following items; 
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• Recommendations for use 
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Vocational Education Unit 
721 Capitol Mall 
Sacramento. CA 93814 
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UAilFQRKU 

1) Far W«9e Laboratory for Eilucational 
Retearch aitd D«ve I opment- Library 
.MBO HtlvU Street 

\) CMc« State CoHagc Library 

1 ) Honnol J Library 

i;overwsent l\ibl ications 
Claremont 

)) California State College Library 
1000 Ka^i Victoria Street 
Dominque2 Kills 90246 

2} K'r»?Hrto State College Library 
Fresno 93710 

i) i^aliforrtla State College at 
Fullerton» Library 
800 No, State College Blvd. 
Fullerton 92631 

1) Fullorton Juntos College Library 
)2I East Chap>fnan Avenue 
Fullerton 92632 

2) Southwest Kcglopa! LaSoratory for 
EJucotlon Resfarch & lAOvelopment 

1 1 )00 La Cicnega Boulevard 
inglewooJ 90304 

3) University of Calitornla 
Serials Acqul s i t ion:* 
The University Library 
La JoUa 92057 

1) Education and Curriculum 

California State College Library 
6101 East 7rh Street 
Long Beach. CA 90801 



1) J. F, Ke nnedy Mcaoorlal Library 
California State Conege» l.A. 
5175 State College Enrive 
Lo« Angeles 90032 

1) Education Library 

' iveraity of So. C«Uforni« 
University Park 
Los Angclea 90007 

1) ElUC Clearinghouse on Junior 
Colleges 

University of California 
Education* Psychology Library 
PowU Library Building 
Loa Angeles 90024 

1) San Fernando Valley State 
College 

18111 Nordhoff Street 
Northridge 91324 

2) Ambassador College Library 
300 Vest Green Street 
Pasadena 91103 

1) Contra-Coata County 

Depaitsiettt of Education 
75 Santa Barbara Road 
Pleasant Hill 94523 

1) California State Polytechnic 
College 

ftetarenca Library 
Poctona 91766 

2) San Mateo County InforMtion & 
Library Resources Dissarainat ion 
Center 

Office of Education 
590 Hasillton Street 
Redvood City 94063 

3) University of California Library 
Ckyvernment f\ibllcatlons Dept. 
Riverside 92507 



a/tmei 



2) San Oiego Oounty Depa/tment 
of Education \ 
6401 Linda Vista Road 
San Diago 92111 

2) Education Reaource Center 
San Diego State College 
Library 

5^02 College Avenue 
San DUgo 92115 

3) U.S. International University 
Elliott Cattpua Library 

8655 Pooerado Road 
San Diego 92124 

I) Education Library 

San Franclaco State College 
1630 Hollovay Avenue 
San Franclaco 94132 

1) U.S. Offica of Education 
Departnent of HEW 
50 Pulton Street 
San Franclaco 94102 

1) College Library 

California State Polytechnic 
College 

San Luis Obispo 93401 

1) Unlvarslty of California 
Library 

Santa Barbara 93106 

1) University of Pacific 
Library 

Stockton 93204 

1) ERIC Clearinghouse on 
Educational Hedla and 
Technology 

Institute for Comsunlcat ion 
Research 

Stanford University 
Stanford <*4305 



1) Sonoiaa State College Library 
IBOl Ea&'. Cotati Avenue 
Rohnert i*ark 95928 

I; California State Department of 
Education, Vocational Education 
Reaource Information Center 
721 Capitol Mall, 
Svicraaianto 9^614 

I) Sacraaaento State College Library 
6000 Jay Street 
SacrasMnto 95819 
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3) Infonaation not available 
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